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READS General Training Information

1. Parking, restrooms, food/drink, breaks, etc.

2. Attendance — Attendees Initial the Training Roster each Day

3. DOT Network Logon for READS Training (for logging on to the computer)
If you are WisDOT staff, you should be able to logon as yourself.

If you are a consultant and either do not have a DOT network logon or your logon is
expired or disabled, the instructor will provide you with a temporary DOT network logon /
password.

4. Training WAMS Logon for READS Training (for logging on the READS Training System)
5. Add a Printer - See Instructor / handout for adding a printer at your training location

6. Assigned Training Project Numbers:

7. The DOT Computer Helpdesk

Staffed Monday - Friday from 6 AM to 5:30 PM every day State offices are open. Regardless of
where you work in the state, anyone with a computer related problem or question can contact us.

During these hours we can be reached directly at both (608) 266-9434 and (800) 362-3050.

We can also be contacted via email but responses to your emails may take up to an hour. Our
email address is: DOTComputerHelpDesk@dot.state.wi.us

8. Training Evaluation

To add a printer at a training class:
http://dotnet/servicecatalog/printing/print-add/print-add-dtsd.htm
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To subscribe to the READS email distribution list
1. Browse to the “Roadway Standards Subscribe” page on WisDOT’s consultant extranet site

(http://roadwaystandards.dot.wi.gov/standards/subscribe)

£ Subscribe to Roadway Standards Email Lists - Windows Internet Explorer

@ g k. http://roadwaystandards.dot.wi.gov/standards/subscribe/index.htm

File Edit View Favorites Tools Help
& v

VE 4}3 [}\ Subscribe to Roadway Standards E... lil

WISCONSIN DEPARTMENT OF TRANSPORTATION

Doing Business
Drivers & Vehicles | Safety | Travel | Plans & Projects | State Patrol | Doing Business | Programs for Local Gov't

Doing Business > Design and Construction

Subscribe to Roadway Standards e-mail lists

Sign up to receive email notification when we update the documents listed below. We will send brief e-mail
documents. We will also provide information of interest to subscribers to our various documents.

Check the list(s) you wish to sign up for:

[Facilities Development Manual (FDM)
Coordination Guide (UC Guide)

[ Real fstate Automated Data System (READS)
andard Specifications (Spec)

[ Construction and Materials Manual (CMM)
[OQuality Management Program (QMP)

[JAmerican Recovery and Reinvestment (ARRA)

Be sure you have selected one or more documents.
Enter your e-mail address and click "Subscribe."

‘You will automatically be sent a confirmation message to validate your e-mail address. Follow the instructic

If you do-ack PO TTTTE eI T W work correctly and you will need toltry ag
E-mail address: |drew.kottke@dot.state.wi.us \

T emsaguCribe 3t any time via a link from the bottol Btification you receive

2. Click the Real Estate Automated Data System box, enter your email address and click Subscribe

You will see “Subscription requested. Please check your email for a confirmation message. You must respond
to this confirmation message to join this list.”

3. Click OK

4. Go to your email inbox and click the “click here to confirm...” link

Your confirmation is needed mbex|x

reads Confirmation (from Lyris ListManager) to kottke

Please click here to confirm your subscription to reads:

We have received a request to add your email address to the
reads mailing list. However, you must confirm you want to join
by clicking on the link above. Or, you may send a message to

lyris-confirm-1062577 3dfe7 3e5fcd3222ab5d55131abdfed60@lists wi.gov

If you do not want to join, do nothing. You will be automatically removed.



READS Access requires a WAMS ID and WisDOT Authorization

To Register For or Manage a WAMS ID, start at the WisDOT WAMS Home Page
http://goo.gl/v7Ls4
(https://trust.dot.state.wi.us/extntgtwy/consultants/)

At the WisDOT WAMS Home Page you can perform the 4 functions shown below. A Wisconsin User ID is
just another name for a WAMS ID. They are the same thing.
V? <5 |k Wisconsin Department of Transport... | |

WISCONSIN DEPARTMENT OF TRANSPORTATION

Hning Business

P

assword:
WEB ACCESS
MANAGEMENT SYSTEM

Register for a Wisconsin User ID.
Edit vour Profile.
Change your password.
Forgot your password.

You are accessing the State of Wisconsin Local/Wide area network. This system is for authorized users
only. all equipment, systems, services, and software connected to this network are intended only for
the official business use of the State of Wisconsin. The State of Wisconsin reserves the right to audit,
inspect and disclose all transactions and data sent over this medium in a3 manner consistent with State
and Federal laws. By using this system vou expressly consent to all such auditing, inspection and
disclosure. Only software approved, scanned for virus, and licensed for State of Wisconsin use will be
permitted on this network. Any illegal or unautherized use of State of Wisconsin equipment, systems,
services, or software by any person(s) may be subject to civil or criminal prosecution under state and
federal laws, and may also result in disciplinary action where appropriate.

WAMS Home
Please don't bookmark this page.

WAMS IDs

e  WAMS (Web Access Management System) IDs are managed by the Wisconsin Department of Administration
not by the Department of Transportation.

e WAMS IDs are to be associated with individuals only. Do not share your WAMS ID.
e Never disclose your WAMS password to anyone.
Changing your WAMS ID

Changing your WAMS ID is not recommended. If you must change your WAMS ID, you must notify the
READS system administrator (drew.kottke@dot.wi.gov)

Updating ID profile information

To view or change your e-mail address and other information on your extranet profile go to
https://trust.dot.state.wi.us/extntgtwy/consultants/, then select "Edit your Profile" without entering your
ID and password. After the page refreshes (you won't see any change in the page), then enter your ID and
password and select "Login."

Only you (the WAMS ID account holder) can change your email address in the WAMS System.



Wisconsin Access Management System (WAMS) Frequently Asked Questions

jo

How do | gain access to READS?
A You setup a WAMS ID and then request access to READS via a WisDOT Region Office
Supervisor. Specific instructions appear on page 7.

jo

What is a WAMS ID?

A  WAMS is an acronym for Wisconsin Access Management System. It is used by all Wisconsin
State agencies to provide access to web resources. It is managed by the Wisconsin Dept. of
Administration. WAMS and READS are entirely separate systems.

jo

Is it OK to share my WAMS logon or password?
A No. WAMS IDS are associated with individuals. They may not be shared. Never share your
WAMS password with anyone.

jo

| forgot my WAMS password, what should | do?
A Use WAMS Account Recovery at https://on.wisconsin.gov/WAMS/home. WisDOT staff cannot
reset your WAMS password.

jo

My WAMS ID is disabled due to "intruder detection" what should | do?
A Follow the same process as if you forgot your password. Use Account Recovery at
https://on.wisconsin.gov/WAMS/home

jo

Do | have to change my WAMS password periodically?
A No. Your WAMS ID and password do not need to be changed periodically.

jo

Is it OK to change my WAMS ID?

A Changing your WAMS ID is not recommended. If it is necessary, you must notify the READS
System Administrator (drew.kottke@dot.wi.gov). You will not be able to access READS until
your READS account is updated to match your WAMS account.

jo

My email address has changed, what should | do?

A Update your email address using WAMS Profile Management at
https://on.wisconsin.gov/WAMS/home. WisDOT staff cannot change the email associated
with your WAMS ID. Please also notify the READS System Administrator
(drew.kottke@dot.wi.gov) so your email address can be updated in READS.



Requesting READS (Real Estate Automated Data System) Access

The WisDOT Real Estate Automated Data System (READS) is available only to WisDOT staff and to
consultants

currently under contract with WisDOT. To be granted access, you must provide your WAMS ID and the
email address of the WisDOT Supervisor approving your request. You should never provide your
password to anyone.

From the READS Launch Page, click request approval

 READS - Real Estate Automated Data System - Windows Internet Explorer
(] el sral_eitatwrece ready - K

W 4 |25~ @htipyf.. x | AREADS ... K hitpsiff... Fe - B3 ®m - :rPage~ O Tooks -

Reqs;t WisDOT READS Access

Once you have a WAMS ID and the approving WisDOT supervisor’s email address, click Next. You will see
the Request WisDOT READS Access page. Fields with an asterisk (*) are required.

1. Enter your first and last name*
2. Specify your employer* (either WisDOT Staff or Consultant)

3. If you are not WisDOT staff, enter information about your company (company name, address,
city/state/zip)

4. Enter your WAMS ID*

5. Enter the best phone number for you during business hours*

6. Enter your email address™* (suggest using your WisDOT email or business email address as appropriate).
7. Enter the email address of the WisDOT supervisor approving this request*

8. Specify all of the roles you are approved (or under contract) to provide. Select at least 1. (acquisition
specialist, appraiser, contract specialist, program associate, property management specialist, relocation
specialist, review appraiser, Other, please specify)

9. Enter any additional information

10. Click Done.

You will see the message: Survey Completed. Your request for READS access has been submitted. You will
be notified of the status of your request within 2 business days.

11. Click Close



READS Launch Page

Once you have a WAMS ID, the READS Launch page is accessible via:
http://goo.gl/44wnR (https://trust.dot.state.wi.us/extntgtwy/dtid real estate/repm/reads)

Bookmark, or create a desktop shortcut, to the READS Launch Page and not to the READS application.

Access the READS Launch page by browsing to the WisDOT Consultant Extranet (below left)
(WisDOT Internet page, click Doing Business, click Consultant Extranet)

WISCONSIN BIPALTAENT OF TRANSPORTATION Home: | Hews | About Us | Basearch & Libwrory | A-2 Index

 Consultant extranet-WisDOT - Windows Internet Explorer

Doing Business

+ Civil rights and compliance
Title VI and Americans with Disabilities Act (ADA)

Information and manuals usad for bidding on construction projects and seliciting for
design engineering and related services. Also, information on how businessas can
thrive during construction

+ Economic development

Infarmation about WisDOT activities that act as a catalyst for economic development
+ Map and publications orders

Order state and county maps, safety materials and other publications

* Purchasing
Check out what the department buys and how to become a vendor.
o i e e

. R : 3
Special licenses, permits, inspections, or those who want to do work along the
right of way. Find out what's needed to keep you In compliance. Transportation Region information

. « North Central Region - Wisconsin Rapids

Region - Wauk

» Training
Listing of training courses currently available to consultants and contractors.

« Wisconsin surplus land for sale o Trusted stes S100% -

@ 7’}" . https://trust.dot.state.wi.us/extntgtwy/dtid_real_estate/repm/reads/ v IRESIRS LR~
{ Flle Edit View Favorites Tools Help

w AR “k READS - Real Estate Automated Da... | |

WISCONSIN DEFARTMENT OF TRANSPORTATION 850N, A

llning Business %
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Real Estate READS (Real Estate Automated Data System)
Program

Manual Access to the READS system is limited to WisDOT staff and consultants
REPM) actively working on WisDOT Real Estate projects.

READS
Start READS hgre if you already have a valid WAMS ID and a
Consultants o
A = efht approved.

extranet

Subscribe to
READS
notifications

WisDOT
sta
telephone
directory

General information:

Detailed help is available from the E-Manual tab within READS.
First time users must request approval before accessing READS.
Get email updates with "Subscribe to READS notifications."
READS FAQs

READS Training & Reference Manual (an overview).

The READS system is for the official business use of WisDOT only and for
authorized users only. Consultant users of the system may not access
any data unless it is directly relative to the projects and parcels for which
they are under cantract with WisDOT. Use of the READS system is
monitored. WisDOT will audit all data created, viewed, updated and
deleted in a manner consistent with state and federal law.

Extranet system requirements

Questions about the content of this page, contact:

Drew Kottke, drew.kottke@dot.wi.gov
Last modified: August 10, 2011

/" Trusted sites ®100% -~

Zoom

If you have a wheel mouse, you can use the wheel to alter the size of the text on most Web sites and
in MS office Applications. Hold down the [CTRL] key as you spin the wheel up and down.



Do once from each PC where you access READS

Go to the READS Launch Page

https://trust.dot.state.wi.us/extntgtwy/dtid real estate/repm/reads/

Click Create desktop shortcut and add READS to the list of trusted sites

Create a desktop shortcut to READS

1. Click Download the 'dot-reads.exe' file

2. When the 'File Download' windows opens, click

'Save'

File Download - Security Warning x|
Do you want to fun or save this file?

Mame: dot-reads.exe

[
LB Type: Application, 26,558
From  trust.dotstatewis
g While Sos fom th dul, this file type
', harm your computer. If you do not st the source. do nol un or save this
schware. What's he risk?

3. When the 'Save As' window opens, click
'‘Desktop’, then 'Save'

sens
G\ - = pesitop -

x|

+ g8 [ Scarch Desktop (2]

Organze *  New folder EEER A ]
— Lbraries KOTTKE, ANDREW D [~
System Folder ‘% System Folder
) s
17 Dropbox .
Recent Py P Computer Metwork
A Recet Paces System Foider System Foider
= 7 Ubrares AR P et 2, Androd-sync
5 3 Doouments e Internet Shorteut (F:9) shortour =
»« ’ 92 bytes P2/ 1014 bytes
usic
H & Pictures. [ Handy Safe Desktop Professional Microsoft Office Outicok 2007
i E l Shorteut Sy Shortcut
8 veos [ 102 K8 Pl 255KB
& W& Computer & .| DesktopoK.exe . dot-reads.exe
i X DeskiopoK 3.53 4/11/2013 9:46 AM
%@ (C)locaDsk v (gl SO ! 2 cum =i
Fie name: | dot-reads.exe =]
Save as type: [Appication |

S e

4

4. Click Close

,
= Dounload Complete

dot-reads.exe from trust.dot.state.wi.us

. ________________________________________|
Downloaded 265KB in 1 sec

Download to: €:\Users\dotadk\Downloads|\dot-reads.exe

Transfer rate: 265KB/Sec

[~ Ciose his dislog boxwhen download

Run openEoder) [ [ Close |

10

Trust READS on this PC

1. Download the 'trust-reads.vbs' file
2. When the 'File Download' windows opens, click
'Open’

File Download - Security Warming ..’.'_I
D you want o apen or save tis file?
fs Name: trust-readevbs
: Type: VEScript Script File, 1.22K8

From:  trust.dot.state wius
o

(qn  While files fom he fl. this file type i
f harm your computer. you d source, di P s3VE
this sofware. What's the rizk?

3. When the 'Security Warning' windows opens,
click 'Run’

Intermel Exploner - Seourity Warming AJ
The publisher could not be verified. Are you sure you wanl bo run this
soltware?

Mame: trust-reads.avbs
Fubbisher: Unknown Publisher

[

This File does not have 2 valid digital signature that verifies s publisher. You
should only run software from publishers you trust. Hov con | decide whal
altwnre e rua?

4. When you see the window below, click 'OK'

I x|

READS Application has been added to the trusted site list sucessfully




To use READS with Internet Explorer 10

1. InInternet Explorer 10, if the Tools menu is not visible, right-click near the top and check Menu Bar

’n’- >)|JL https:/ftrust dot. stateawi.us/reads fuvebsintre O ~ @ B & | _k trust.dot.statewius
= v Wenubar ]
Edit View Favorites Tools Help | -
Cammand bar
Status bar
V| Lock the toolbars
Show tabs on 3 separate row
& Restore
Vi

2. Click Tools > Compatibility View Settings

3. Add state.wi.us to Websites you’ve added to Compatibility View

Y

Compatibility View Settings

[/_\‘;;] You can add and remove websites to be displayed in
‘Al Compatibility View,

Add this website:
state.wi.us Add

‘Websites you've added to Compatibility View:

state.wi.us

["]include updated website lists from Microsoft
Display intranet sites in Compatibility Yiew
[ ] Display all websites in Compatibility Yiew

Close

Open READS

Press the F12 key

Click Browser Mode IE10 Compatibility View

Select Internet Explorer 9 and Wait for READS to refresh
Close the F12 window

© N v A

<> F12
File Find Disable View Images Cache Tools Validate

C55  Console Script Profiler MNetwork Internet Exploter 10
Internet Explorer 10 Compatibility View
hmHESRBEHE P DNy

- <html> Internet Explorer 9
nternet Explorer &

Internet Explorer 7

IR DL ER S LT TERNTETE Document Mode: TES quirks

Layout

(= )

=

Search HTML.. 2|
Attributes




Anti-Virus Scanning

Some anti-virus software will flag the READS desktop shortcut as potentially unsafe. The file contains
a small program that opens the READS Launch Page. The file is safe. Set your anti-virus software
to allow the file.

Below are the steps WisDOT staff can take to set the file as safe.

X
|

After double-clicking the READS Launch Page shortcut Q the message below appears.

1. Click Allow the file

Symantec Endpoint Protection

Download Insight

(.| Our information on this file is inconclusive.

We recommend not using this file unless you know it is safe.

1= readstraining.exe

Remove this file from my computer

Allavy this file fm
i Unproven . very Few Users ¥  Mature
There is some evidence that This file has been seen by Symantec has known about
this file is trustworthy. fewer than 5 Symantec users. this file for more than 1 year.
More Details
v Symantec.

2. A confirmation window is present. Click OK.

Symantec Endpoint Protection

Permission

If you press OK, an application exception wil be created for
this file.

‘ou should allow only files that you are sure are safe. Are you
sure that you want to allow this file?

\/Symantec_

12



Turn off Mixed Content popup for Extranet pages

Follow the procedure below to prevent this security popup from appearing when entering Extranet
pages

Security Warning

E Do you want to view only the webpage content that was delivered
Lad securely?

This webpage cortaing content that will not be deliverad using & secure HT TPS
connaction, which could compramise the security of the antire webpage,

=)

1. In Internet Explorer, click Tools > Internet Options

Tools [gE] x % ™
Delete Browsing History, ., Chrl4Shift+Del
InPrIvate Browsing ZEF+SHIFE+HP

Reopen Lask Browsing Session

InPrivate Filtering Chrl+5hift+F
InPrivate Filtering Settings

Pop-up Blocker 3
SmartScrezn Filker 3
Manage Add-ons

Compatibilty View Settings

Developer Taols Fiz

Diagnose Connection Problems. ..
5un Java Console

;Mf
2. Click on Trusted Sites

3. Click Custom level...

Internet Options @

| General | Security |P|'i\-'a|c5-I | Content I Connections I Programs | Advanoed|

Select a zone to view or changmit\r settings.

@ &l /| O

Internet  Localintrangy pUiEEeElEEl  Restricted
sites

e
This zone contains websites that you 1es
trust not to damage your computer or

your files.
You have websites in this zone.

Security level for this zone

Custom

Custom settings.
-To change the settings, dlick Custom level.
-To use the recommended settings, dick Default level.

[ Enable Protect=g™o0e [requires restarony Internet Explorer)

ustom level... [ Default level ]
=
l Reset all zones to default level ]

[ QK ][ Cancel ] Apply

The Security Settings — Trusted Sites Zone window opens
13



4. Scroll down to Display mixed content and select Enable

Security Settings - Trusted Sites Zone @

Settings

@ Disable -
() Enable

|| Allow webpages to use restricted protocols for active conten
) Disable
() Enable
@ Prompt

|| Allow websites to open windows without address or status b
() Disable

] Ezisplay mixed content
() Disable

) _Prompt

] Eion't prompt for dient certificate selection when only one ce
(@ Disable
™) Enzhle

€ 11 | 3

*Takes effect after you restart Internet Explorer

Reset custom settings

Reset 0! [Medium (defoult) v | Reset.. |

5. Click OK and click OK again

Turn Pop-up Blocker Off
The first time you use READS, you may see “Pop-up blocked...”

Right click the yellow bar and select Always Allow Pop-ups from This Site.

e hitps:/ftrust. dot.state.wi. us/readsiweb/intro. himl - Windows Internet Explorer
@.\:/ = [ httpssjruet dot. state.wivisfreadsfwebjintro html A& [*#][x] [ ot |[2]-

File Edt View Favorites Took Help Eonaor B &

L IR | e v |5 Page - () Toals - o

T} *‘1‘* ILhttps:Jﬂtrust.dot‘state‘wi‘usfreadsfwebfintro‘html

gﬂ Pop-up blocked, To see this pop-up o additional options click here. ..

IMare infarmatio

Click Yes

X

Allow pop-ups from this site?

' Wwhould you like to allow pop-ups from ™ statewus'?

14



READS Highlights

Extranet / Oracle application
Assignments module
Contract management module
Cost estimation module
Integrated Relocation, Property Management and LPA modules
Appraisal features
0 Surplus land appraisals
O LPA appraisals
0 Comparable db
Existing READS data migrated
Importing project information from FIIPS.
Viewing the Plat from the Project screen (if final and recorded and archived properly by
region staff)
Relocation Comps stored in the system and reusable
My Parcels allows users to access parcels specific to the user
Adhoc Reporting capability. Allows users to create reports
Tickler functionality. Admin users can create ticklers (notifications on events
completed/due)) for dates in READS
Log features including scanning bar-coded documents
Interface to Holidays. If a calculated date falls on a holiday the system will show the next
day
Electronic Signature gets inserted automatically onto some of the documents
(configurable)
Rentals — Allows users to keep track of the payments due and schedule payments
depending on the lease period
Rentals — Leasebacks — the system automatically considers the 30 day free rent period and
comes up with a payment schedule
Allows creation of Short Format Appraisal Report in the system. Keeps track of Surplus
Land Appraisal and Review process
Allows access to the Legal Descriptions stored on the WisDOT LAN from the
Offer/Negotiations screen
Prorated Tax Calculations utility for Partial and Total Acquisition
Electronic Authorization of documents

MS Word and Adobe Reader are recommended for use with READS

15



System Controls and Conventions

2

Click the Edit button I Edit to modify information on a screen. If you do not see an Edit button you have
read-only access to the data fields on the screen

Once you have entered the desired information into a screen, click the Save button =l save to save the
information. The information will be lost if you don’t save the changes

Clicking the Cancel button . Cancel il cancel the current action

The back button ¥ Back s found in several places in READS and is used to return to the previous Screen

The Edit button is found on tables in READS. Click this button to edit the information for that row of the
table.

The Delete button X is found on tables in READS. Click this button to delete the information for that row of
the table

The calendar button _:ﬁ will appear next to all date fields. Click to open a calendar, from which you can
select a date.

Date: In the date fields, you can double click on the field to fill in today’s date. When manually entering a
date, it is a required to enter four digits for the year. Dates may be entered in either of the following
formats: mmddyyyy or m/d/yyyy. For example: 05052010 or 5/5/2010 will store May 11, 2010 in the
system.

Click the tab button on your keyboard to move focus from one field to another field on the screen

Tooltips. Generally available for read-only fields. Hover over a field to view tooltip information about that
field.

Property Owner \Dale T. and Donna L. Baeten Revocable Living Trust

Property |Readonly: This information is entered in the Participants
screen where Participant Type is Owner Vendee, Multiple

Owners will be seperated by semi colons,
T

Fields with a grey background are read-only. The value has been entered somewhere else in the database or
is a calculated field.

Parcels on Project 3

Fields with a yellow background are required. The system will alert the user if left blank.

Project 1D 1123-01-21

History. Click the Alt button on the keyboard and double click on the screen to view the user history record.

In Parcel Central the Project ID and Project Name fields are links, click to go to the Project Details.

ProjectID | 4423-01-21 + | Project Name

From Project Details, click Back to Parcel Central to return to Parcel Central

16



READS Main Menu Overview

f\wnn%&l
{0

iy it?

e

Real Estate Automated Data System (READS)

it

%

Project Parcel Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acq Comps E-Help E-Manual

Menu Description

Project Project Details — A list of projects entered into READS. Click a project in the list, a new
screen opens showing basic project information along with more detailed information
about assignments and parcels.

Project Cost Estimation — It is a list of projects identified by a real estate project ID and a
design id. By clicking on each row will show the detailed cost estimation

Parcel Parcel Central allows the user to enter all information for each property parcel step-by-
step through the entire property acquisition process

Reports Several different reports can be generated to show the status of the acquisition
process, the cost, etc. Custom reports can also be generated.

My Parcels My Parcels provides a list of all the parcels that the user who is logged-in is a part of
the acquisition team. The list provides some basic information for each parcel, such as
status, priority, and the user’s assigned role. Clicking on the parcel will open the
General Parcel Information screen in Parcel Central

My Ticklers My Ticklers is a notification system that provides targeted messages to users. The
Tickler also allows for users to notify other users of tasks which need to be, or have
been, completed. The Tickler can also be used to monitor schedules and project
progress.

Property Mgmt Leases - All leases are tracked within this module. Details about the leases and rent
information are managed here

Property Mgmt Land Inventory - All Surplus Lands and other Land Inventory are tracked within this
module. Details about the original purchase and disposition of the surplus land are
managed here.

Setup Setup allows for general maintenance and organization of READS. Project structure,
user and security group preferences, and tickler protocol are all managed in this area.
Staff and Vendor Maintenance, as well as Contract Management are managed in this
area.

E-Submit Allows Appraisers to esubmit appraisals, project data books and other documents
directly to the appropriate READS Log

Acq Comps Acq Comps is where all Comparable Sales used for appraisals can be entered. Once a
comparable is entered it can be associated with the desired project to be incorporated
in the Appraisal Report.

E-Help E-Help provides a portal to contact BEM, WisDOT Project Team including the System
Administrator with questions or concerns that arise regarding READS.

E-Manual Searchable Reference Manual
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Basic Navigation

When READS opens, the main menu appears.

g

(K

gt

i

Real Estate Automated Data System (READS)

ey
iy

Project Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acq Comps E-Help E-Manual

Navigating to a Project

Click Project Details

(| Project Details

CoSL Csiiniadon For County

Parcel

Darcel Reports My Parcels My Ticklers  Property Mgmt Eatip £ Submit Acq Comps E-Help E-Manual
ROW Acquired For County Project Highway Project ID [~ Show Clo®ed Projects £ Add New Projec
e e | Q 4% Refresh /&7 Import FIIPS Project +73 Add LPA Project
V Projects e ——
e — L
For Project ete
Eau Claire Eau Claire 0631-51-05 Bear Creek Mitigation Bank Buffalo
Eau Claire Consultant 1020-09-20 Hudson - Menomonie Road Sauk 15 Ij X )(
Eau Claire Eau Claire 1022-03-20 Stokke Parkway Bridge IH 94 Dunn 2 |j X X
Eau Claire Eau Claire 1051-01-20  Elk Mound - Chippewa Falls Road Chippewa 1 I'j X X
Eau Claire Consultant 1111-11-11 1 X X
Eau Claire Consultant 1190-00-22 Eau Claire - Chippewa Falls Rd. USH 53 Eau Claire 48 I'j X X
Eau Claire Eau Claire 119850020 X X
Eau Claire Eau Claire 1523-03-21 Osseo - Fairchild USH10 Jackson 1 I'j X X
Eau Claire Eau Claire 1530-00-28 Prescott - Ellsworth USH10 Pierce 3 X X
Eau Claire Eau Claire 1530-03-23  Ellsworth - Durand Road USH10 Pierce 6 I'j X X
Eau Claire Eau Claire 1540-01-20  River Falls - Roberts Road 5TH 29 Pierce 3 I'j X X
Eau Claire Eau Claire 1550-00-21  Stillwater Bridge and Approaches STH35/64 195 X X
Eau Claire Eau Claire 1550-07-22 MNew Richmond - Connorsville Road  STH 64 Sauk 1 I'j X X
Eau Claire Eau Claire 1550.08-21  150th Ave. - 50th St. STH 35/64 50 | X X
Eau Claire Eau Claire 1559-08-23 85th St.-CTHK STH 64 59 X X
Eau Claire Eau Claire 1610-01-20  Abbotsford - Medford STH13 Taylor 1 |j X X
Eau Claire Eau Claire 1610-06-21  Medford, Eighth Street STH13 Taylor 19 I'j X X
Eau Claire Eau Claire 1633-04-26 MAIN STREET, CITY OF GALESVILLE  USH 53 Trempealeau 8| X X
Eau Claire Eau Claire 1633-07-00 Beaches Corner-Blair USH 53 Trempealeau 1 I'j X X
Eau Claire Eau Claire 1633-07-21 Beach Corners - Blair USH 53 Trempealeau 6 X X

. Page 1 of 24

Notice that there are 24 pages in the Project List shown above.

Use the filters at the top of the page to locate the project you are interested in. One way that works well is
to set the ROW Acquired For to blank (Statewide search). Enter the Real Estate Project ID with dashes in
the Project ID field and click Refresh.
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The list of projects will be narrowed to display only the project that you entered. Click the Edit/View icon
to go to the project screen.

Project Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acq Comps E-Help
ROW Acquired For County Project Highway Project ID [~ Show Closed Projects &% Add New Pr
v v [ [1633-07-21 % Refresh 4% Import FIIPS Project 7% Add LPA Pri
Projects
ROW Acquired |ROW Acquired By| Project ID Project Name Project Highway “ounties Parcels on |(Edit|Delete|Admin
For Project Delete
Eau Claire Eau Claire 1633-07-21  Beach Corners - Blair USH 53 Trempealeau X X

The Project screen appears and the parcel tab opens by default. Here you will see the parcels on the
project. To go to an individual parcel, click the Open Parcel icon next to the parcel you are interested in.

Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acqg Comps E-Help E-Manual
4 Back A Edit "4 Cost Estimate
Project ID [1633.0721  ProjectName [Beach Coners -Blair ~ ParcelsonProject [ § Cert. Status E)
FIPS Subprogram Parcels Acquired ’7‘; Cert 1 Date ’7 E
Project Termini Final Parcel Closed ’7 Closed for Charging fij
Sales Study Apprvd ,M ﬁ Federal ID ’7
Project Highway [USH_r,g— Object Code Relo Plan Approval l— E Design ID ]7
FIPS Group RE FUNDING (%) Initial Relo Order [osr26r2005 Proiect Counties 4% Add lew
| County ]
FIIPS Concept Federal ’70 Report Code Trempealeau -
ROW Acquired For State [0 [
ROW Acquired By County 0 Construction IDs 4+ Add Hew
oo Feoom N gl o0 0| o bate [ Leing bato | coriet St bato 1 ] |
Contract Approval [1012/2005 Aﬁ Total [ |
Plat Summary | Cost n | Pacels [ © jonIDs | Assi | ReloComps [PaymentRequest] Documents | Log |
43 Assign Target Acquisition Dates 4% Add New Parcel
T o o 22
1 Marsha A Erickson Marsha A Erickson ‘Complex Improved 11114/2005 X
) r 2 Cynthia Menegoni Nominal 06/06/2006 X X
@ r 3 Cynthia Menegoni Nominal 07/14i2006 X X
@ r 4 Cynthia Menegoni Nominal 06/15/2006 X X
@ r 5 Cynthia Menegoni Nominal 04/11/2006 X X
@ r 6 Cynthia Menegoni Nominal 05/16/12006 X X

The parcel screen and the parcel menu items appear. To return to the project screen from the parcel
screen, click the underlined word “Project ID”

Project Parcel Parcels My Ticklers Property Mgmt Setup E-Submit Acq Comps E-Help E-Manual

Region North West Project 1D ¥533.07-21 + | Project Name [~ Show Closed Projects <= Prev. Parcel
Office/LPA | Egu Claire v | Py ~ | | Beach Corners - Blair v =P Next Parcel
Parcel Information & eait
.Acquiﬁmon Yol Acqg. Specialist Marsha A Erickson County of
- Wetland Mitigation [~ 4 6f Homestead
Wrariicipants Relo. Specialist Marsha A Erickson
Zoning
Winterests Parcel o 1
parcel Type Present Use
[l Waiver of Appraisal P 43 Add New
— Current status
|Preston [024-00557-0000 X
PO T Construction ID
Owners Appraisal
Acquisition Type
OfferiNegotiati
. A Target Acq Date
-, Appraisal Format
Ml Megotiation Diary Brochure Sent ﬁ G I
Property Owner O0gle
.Addnl Parcel Pymts perty \Dolores o o M i Sou Initiation of Negotiations g
WRelocation Property Address | Closing Date 111412005 MAPQUEST
Ml Litigation [ Title
City/State/Zip [ [ Title Company |
B ucture
Interests Required Access Rights Policy #
Wrarcel Log al No Y [
; Total Size (Acres) 4130 Total Size (sq. ft.) 179,003.00 Legal Name
Bmailings :
E Mark A. Hanson
Letter Builder Fee Size (Acres) 1.820  Fee Size(sa.ft) 79,279.20
. IS
L In User Existing ROW (Acres] 1.170 Existing ROW (sq. ft.) 50,965.20
dkottke Total ROV (Acres) 2.000  Total ROW (sq.ft) 130,244.40
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Navigating to a Parcel Directly

Click Parcel and then click Search Parcel

Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acq Comps E-Help E-Manual

e
Project Parcel
<

Region Project Name ™ Show Closed Projects <§m Prev. Parcel

mp Next Parcel

Project 1D :.tselect an office) v

Officel/LPA | v | Parcello [(selectaprojecti v | |(selectan office) v

PARCEL CENTRAL MENU

Search for Parcel Based on: Project ID /| Parcel No
¢ Project ID/Parcel No Region bl |
(~ Address ProjectiD |
¢ Participant
¢~ Tax Key Number ParcelNo | @) Find

i~ Case #/County

You will find the ability to search for parcels by many different methods. You must know which Region
Office the parcel is associated with.
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Assignments

The assignments shown below can be made for each parcel. They can be assigned en masse from the
project screen or individually from the parcel screen. Assignments enable the My Ticklers and My Parcels
feature in READS.

My Ticklers are configurable notifications that are sent based on system events. For example, the review
appraiser and contract specialist can be automatically notified when an electronic appraisal arrives.

My Parcels provides a single place to view just the parcels that the user has an assignment on.

ACQUISITION TEAM 45 New Assignment

Show " Region Roles " statewide Roles (& All
Please click on the underlined role to make an assignment or to view details about the assigned team
member
e T T — Y -
Acquisition Specialist Michael E Hirsch
Appraiser George Jelak (Jelak Realty Advisors LLC)

Contract Specialist

FIIPS Coordinator

LPA Coordinator, Region

Litigation Specialist

Plat Unit

Program Associate

Project Engineer Joshua LeVeque
Project Engineer, Lead

Property Mgmt Specialist

RE Lead Worker

Region Manager

Region RE Project Manager

Region READS System Admin

Region Supervisor

Relocation Specialist

Review Appraiser, Region Richard Dickson
Review Appraiser, Statewide

Sign Coordinator

Statewide Acquisition Coordinator

Statewide Acquisition Manager
Statewide Appraisal Manager
Statewide Appraiser |

Statewide Appraiser Il

Statewide Director/Administrator
Statewide Financial Specialist |
Statewide Financial Specialist Il
Statewide LPA Coordinator
Statewide Litigation Coordinator
Statewide Project Manager
Statewide READS System Admin
Statewide Relocation Coordinator
Statewide Sign Coordinator
Statewide Surplus Land Officer
Statewide Utility Coordinator
Surplus Land Specialist

Survey Coordinator

Utility Coordinator

P2 | D K| K| B DK D D D | DK DK K| D DK D DK | DK K| DK DK D DK | D | DK K DK DK D K| D | K| | K|

IMPORTANT: The appraiser must be assigned on a parcel before they can esubmit an appraisal for that parcel.

21



Many Assignments may be made at one time from the Project Screen > Assignments tab

Appraiser

Contract Specialist

FIIPS Ceordinator

'|LPA Coordinator, Regicn

-, Litigation Specialist

Plat Unit

-, Program Associate

Project Engineer

Project Engineer, Lead
Property Mgmt Specialist

"RE Lead Worker

_ Region Manager

“''Region RE Project Manager

-, Region READS System Admin
Region Supervisor

(Relocation Specialist

(Review Appraiser, Statewide R
Sign Coordinator

J1 Statewide Acquisition Coordinator
Statewide Acquisition Manager
Statewide Appraisal Manager

— Statewide Appraiser |

_ Statewide Appraiser Il

Statewide Director/Administrator
S de Financial Speciali

de Financial Specialist Il
Statewide LPA Coordinator

u

A

A

[$]

Parcels

HEl Cauigs [ Zjusnrsenas: |

Hosuans |

< |z

Individual Type
(@ Internal Staff of this Role Type

¢~ External Consultant of this Rcle Type

¢ All Internal Staff
¢ All External Consultant

Applied in Parcels

@ All Parcels

X Cancel

Only Where Blank 4

[v New Parcels

I save

¢~ Selection of Parcels

(~ Range of Parcels

Select Internal Staff
v

Assignments may be made one at a time from Parcel Screen > Acquisition Team

Project ID | 1300-13-20

2 | Project Name [~ Show Closed Projects New Parcel <jm Pr
~| ParcelNo | 1 v| |Lake Freeway v‘ Search Parcel [ l;
ACQUISITION TEAM +3 New Assignment
Show (" Region Roles (" statewide Roles @ All

Please click on the underlined role to make an assignment or to view details about the assigned team
member
T\CHIUII Ne r|u|=\.|. II'II;“IHHCI "
Region READS System Admin X
Region Supervisor X
Relocation Specialist X
Review Appraiser, Region Larry D Stein X
Review Appraiser, Statewide Richard Dickson X
Sign Coordinator X
Statewide Acquisition Coordinator X
Statewide Acquisition Manager X
Qtatawrida Annraical Mananar Tanara Matthiacan Y

NOTE: Use “Review Appraiser, Region”
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Exercise 1 — Project and Plat (20 minutes)

Use the project ID and parcel numbers provided by the instructor

Enter Project Data Manually

1. Enter Training READS using your Training Logon and Password

2. Click on Project to go the Project Details screen and click Add New Project

s
{3 Real Estate Automated Data System (READS)
?‘WHM\
Project Parcel Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acg Comps E-Help
ROW Acquired For County Project Highway Project ID [~ Show Closed Projects &% Add
A w ‘ ..

4% Refresh 4% Import FIIPS Projec

New Project

Projects

3. Enter your assigned project number.

4. Project Name: enter a fictitious project name

5. FIIPS Subprogram: enter 303 — State Highway Rehabilitation

6. Project Termini: enter fictitious termini

7. Project Highway: enter a project highway

8. FIIPS Concept: enter RECST

9. ROW Acquired For and By: Green Bay

10. Enter Sales Study Date, Relo Plan Approval Date and Design ID (0000-__-01)

11. Click Save

ROW Acquired For| ROW Acquired By | Project ID Project Name Project Highway Counties Parcels on Admin
Project Delete

o™

o,
%@5 Real Estate Automated Data System (READS)

i

Reports My Parcels Wy Ticklers  Property Momi E-Submit

m
Project ID 0000-03-21 Project Name ||,|1Y READS Training Project Parcels on Project 5 Cert. Status
FIIPS Subprogram | 3035E - State Highway Rehabilitation o Parcels Acquired 0 Cert 1 Date

Project Termini  |Rosendale to USH 41

Final Parcel Closed

Acg Comps E-Help

I

Closed for Charging =]
Sales Study Apprvd  [14/08/2010 E Federal ID

Project Highway [sTH 26 Object Code! v Relo Plan Approval — [11/08:2010 _\ﬁ DesioniD  [oop0-03001
FIIPS Group v | RE FUNDING (%) Initial Relo Order [1212512010 Project Counties 3

FIIPS Concept RECST - Reconstruction, Preservat « | Federal [ ¢  ReportCode F 1;2 ~ |+ K-
ROW Acquired For| Green Bay « | State [ o [~ 158 S X
ROW Acquired By | Green Bay «| County [ g ConstructioniDs £

Order Ho | local [ I_ll
Contract Approval li _\ﬁ Total ’—0 é :

12. Notice the yellow required fields and the gray read-only fields.

13. Mouse over several fields and get used to using the pop-up tooltips.
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Add Project Counties
1. Next to Project Counties table, click Add New

2. Add Counties Brown and Outagamie

Federal ID |

Sales Study Apprvd  [11/0872010 | 1]

Relo Plan Approval  [11/08/2010 4

A -- Webpage Dialog

H Save

> cancel

County “
_ - %

Adams —
Ashland
i Barron

473 Add Hew

restpse bate | | |

&l x

T Bayfield fnents |

Log |

h Brown
Buffalo

ﬂhttps:,’fac Y Bumett
' Calumet

Chippewa
Clark.
Coliimhiz

ew Parcel

RS e
Delete
#| X

Add Construction IDs

1. Next to Construction IDs table, click Add New

2. Add Construction IDs - _-75and - -77,where __is the same as in your training project id.

A -- Webpage Dialog;

i save > cancel
R )
F Construction ID 0000-03-75
g AdMtg Date ﬁ
q Letting Date o
L PsE Date (Due Date)
-
| Earliest PSE Date (Earliest Due Date)
bt |

PMP PSE Date

—

oy | "“'t'i

|0000-03-70
htios 47 Add New

County | |
X

I

4% Add New

arliest PSE Gaic ”
# x|
Bl x|
fments | Log

[lew Parcel

- Admin
o ]
R

https://acceptance.dot.state " Trusted sites
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Plat and Parcels
You are now ready to enter parcels

1. Click the Plat Summary tab

T B U e [

orgertio | e Rl " oion D Adungbate [ Leting Dte | aiestPst vate | T IO
0000-03-77 2| X

Qual| HE Total | 0 0000.0375 # x| &

( Plat Summary J) Cost Allocation | Parcels Construction IDs | i | ReloComps | | Do | Log |

‘ZT_M. Filed Plat

Total Plat Sheets |

[ Sheot | Amendment_| Parcels
0

2. Click Add Plat Sheet

3. Enter Plat sheet 4.01 and parcels 2, 4, 6, 8 and 10

A -- Webpage Dialog

Sheet 14.01

Amendment l—o
rrrrrrr—
11
rrr—r—r—r—r

Co-ordinates Xmin | 0.00 Xmax [ 0.00

Ymin | 0.00 Ymax | 0.00

Reloc. Order Date |12/25/2010 m

4. Click Save & Create Parcels

5. Click the icon in the Amend column for sheet 4.01

Plat Summary | CostAllocation | Parcels | Const IDs | Assi | ReloComps |Pay Req | o t |

V1ep ’-D‘fFiled Plat

Total Plat Sheets +73 Add Plat Sheet

— m e e

0 2,4,6,8 10 11/08/2012 X

6. Amend parcel 8 and click Save (Note that the sheet number and amendment number are read-only).

A -- Webpage Dialog

i save X cancel o save & Create Parcels

Sheet |M1—
Amendment |—1
rrr—rr—rr—

X

o rrrrr

-
Co-ordinates Xmin | 0.00 Xmax | 0.00

Ymin | 0.00 Ymax | 0.00
Reloc. Order Date l—E
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Construction IDs

1. Click the Construction IDs tab

2. Click the icon in the Assign column for - 75
L ——
Plat Summary | CostAllocation | Parcels ( | ConstructionIDs | JAssignments | Relo Comps | Payment Reques
P ——-—
Assign
0000-03-75 No X
0000-03-77 No P X
3. Assign Construction ID -__-75to parcels 2, 4 and 6.
4. Click Save
HSws X cancel

" - Hew .
e R A
& X

ConstructionID  |pp00-03-75

= All Parcels W 2
% X  Selection of Parcels v 4
™~ Range of Parcels
[~ 10
[~ Select All
5. Using the same process, assign Construction ID -__-77 to parcels 8 and 10.

Note: A similar process may be used to assign counties and target acquisition dates to parcels.
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Assignments

Click the Assignments tab.

Click Create New

Select the Acquisition Specialist Role
Assign Cindy White to All Parcels

Click Save

aorON=

Role:

Acquisition Specialist v

Individual Type
f» Internal Staff of this Role Type
~ External Consultant of this Role Type
¢ All Internal Staff
¢~ All External Consultant

Select Internal Staff

Cindy White

Click Create New

Select the Appraiser Role
Assign Larry Stein to All Parcels
Click Save

© N

Role:

Appraiser w

Individual Type
t+ Internal Staff of this Role Type
™ External Consultant of this Role Type
™ All Internal Staff
" All External Consultant

Select Internal Staff
Larry D Stein w

10. Click Create New
11. Select the Review Appraiser, Region Role

I save X cancel

Applied in Parcels

i« All Parcels
" Selection of Parcels
i~ Range of Parcels

Applied in Parcels

¢« All Parcels
¢~ Selection of Parcels
¢~ Range of Parcels

12. Assign Marvin Braund to Selection of parcel (2, 6 and 8)

13. Click Save

Role:

Review Appraiser, Region 5

Individual Type

e Internal Staff of this Role Type

¢~ External Consultant of this Role Type
¢ All Internal Staff

¢~ All External Consuiltant

Select Internal Staff

Marvin W Braund M

Applied in Parcels

Only Where Blank

W

[+ New Parcels

|3g. Save X Cancel

| only Where Blank

W

W New Parcels

X Cancel

Only Where Blank

v

¢ All Parcels
(s Selection of Parcels
" Range of Parcels

V2
o
W 6
v 8
10
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Exercise 2 — Parcels, Participants and Interests (35 minutes)

Use the project ID and parcel numbers provided by the instructor

1. Enter Training READS using your Training Logon and Password

An easy way to get to a particular parcel in the system is to enter part of the Project ID on the Project Details
screen and click Refresh. READS will display the projects with a matching partial Project ID. Try it.

2. Enter the first 4 numbers of your training project ID on the Project Details screen and click Refresh.

3. Click the icon in the Edit column for your training project.

i

Ey
£ 1
(S} Real Estate Automated Data System (READS)
NJIIM\
Project Parcel Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acg Comps E-Help
ROW Acquired For County Project Highway Project ID [~ Show Closed Projects % Add New Pre
| S | | W ‘ | [oo0o &'y Refresh 473 Import FIPS Project 473 Add LPA Prc
Projects
ROW Acquired For| ROW Acquired By | ProjectID Project Name Project Highway Counties Parcels on Admin
Project Delete
Green Bay Green Bay 0000.00.01  New READS Training Project STH 26 Fond du Lac,
Winnebago
Green Bay Green Bay 0000-03-21  Fred's Training Project STH 26 Brown, 5# X
Outagamie b
Madison 0000-00-03 Drew Test Project Brown # X

READS will display the project information and open the parcels tab by default

ROW Acquired By County 0 Construction IDs 473 Add New
Order No | local [ ConstructionID | AdMtgDate | LettingDate | EarliestPSEDate | | [N
0000-03-77 | X
Contract Approval jﬁ Total 0 00000378 Zx ¥
Plat Summary | CostAllocation | Parcels | ConstructionIDs | Assignments | ReloComps | PaymentRequest] Documents | Log |
4% Assign Target Acquisition Dates 475 Add New Parcel
Open |Remove from | Parcel Target Acq Admin
T e N el e
2 Cindy White
@ I 1 Cindy White p X
@ - 6 Cindy White ¥ X
@ ~ 8 Cindy White | X
] r 10 Cindy White #| X

4. Click the icon in the Open Parcel column for the first parcel on your project.

READS will display the parcel information for the parcel
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Enter Data for Nominal Parcel Number 2

[
[nas
f,w . o0
ey Real Estate Automated Data System (READS) >
oty [WN)
ct Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acg Comps E-Help E-Manual ©
Region North East ProjectlD | popoo-03-21 + | Project Name [ Show Closed Projects = =
Office/lLPA | Green Bay + | Parcellio |2 ~ | |Fred's Training Project v wp NextParce  —
=
| [Parcel information [P e
Il Acauisition Team Acq. Specialist |C|nd3r White County of =
.Parﬁcipants Relo. Specialist | Wetland Mitigation [~ 4 6f [~ Homestead e
.Interests Parcel No 2 f Zoning
[l waiver of Appraisal Parcel Type a presentlise #% Add llew
=S curentsatvs by
DOT Appraisals _ g [Green Bay [1001001 X
-y Construction ID |oo00-03-75
L Acquisition Type
[l Offeriiegotiations Target Acq Date —
Il Negotiation Diary h Brochure Sent 11/09/2010 _ﬁ Coogle
[l Addni Parcel Pymts Property Owner | Initiation of Negotiations [ oogle
[l Relocation Property AddressC {1265 Lombardi Ave Closing Date — MAPQUEST
[l Litigation | Title |
[l Buildings/ Structure CitylState/Zip d Green Bay 54304 Title Company  |George's Titles While U Wait
W Parcel Log Interests Required Access Rights Policy # [oo09-24-0322
. Total Size (Acres) 0.000 Total Size (sq. ft.) 0.00 Legal Hame
B Mailings
i 7 Andrew D. Smith
Letter Builder Fee Size (Acres) 0.000  Fee Size(sq.ft) 0.00
L T e Existing ROW {Acres] 0.000 Existing ROW (sqg. ft.) 0.00
wisadk Total ROW {Acres) 0.000  Total ROW (sq.ft) 0.00
5. Click Edit
6. Enter:
a. Parcel Type: Nominal
b. Current Status: Waiver
c. Property Address: 1265 Lombardi Ave
d. City: Green Bay, State: WI, Zip: 54304
e. SetHomestead to Yes
f.  Enter Zoning and Present Use
g. Enter a Taxing Unit and a Tax Key number
h. Enter a Brochure Sent date.
i. Enter Title Information
7. Click Save
8. Click the Google Maps Link
9. Click Next Parce| ™ NextParcel
Ex2-2
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Enter Data for Appraisal Parcel Number 4

P

PARCEL CENTRAL MENU

| |Parcel nformation

wisadk

J

Real Estate Automated Data System (READS)

TRAINING EXERCISE

Reports My Parcels My Tickiers  Property Mgmt Setup E-Subrmit Acq Comps E-Help E-Manual
TR r Bl -
-
Parcel Information I save > Cancel
Acqg. Specialist [cindy White County of | Brown w |
Relo. Specialist | Wetland Mitigation [~ 4 6f [ Homestead
parcel o T ; Zoning | Residential
Present Use
ParcelType @ [Complex v | |Residential
Current Status b [ Appraisal LKA NEE TN
gy v [ense footoor

Construction ID |oooo-03-75
Acquisition Type [ Normal v

X Target Acq Date
Appraisal Format | standard Abbreviated ~|

h Brochure Sent 11/9/2010 jﬁ .
Property Owner [ L ) GOL'ngt
Initiation of Negotiations
Property Addre@  [¢44 Vanderperren Way Closing Date MAPQUEST,
| Title|
City/State/Zip d |Green Bay Wi v 54304 Title Company  [Titles R Us
Interests Required Access Rights Policy # |3456789
Total Size (Acres) 0.000 Total Size (sq. ft.) 0.00 Legal Name
Henrietta T. Jones

Fee Size (Acres) 0.000 Fee Size (sq. ft.) 0.00
Existing ROW (Acres] 0.000 Existing ROW (sq. ft.) 0.00
Total ROW (Acres) 0.000 Total ROW (sq. ft.) 0.00

10. Click Edit

11. Enter:

mT@mo 00T

Parcel Type: Complex
Current Status: Appraisal

Property Address: 944 Vanderperren Way
City: Green Bay, State: WI, Zip: 54304

Set Homestead to Yes
Enter Zoning and Present Use

Enter a Taxing Unit and a Tax Key number

Enter a Brochure Sent date.
Enter Title Information

12. Click Save

Enter an additional Tax Key Number for parcel 4

13. Click Add New by the Taxing Unit table and enter a second Tax Key number

A -- Webpage Dialog @

Taxing Unit

Tax Key No

i save X cancel

City v of [Green Bay
2002001

https://acceptance.dot.state.wi «/ Trusted sites
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14. Click Previous Parcel to Return to parcel 2

[
. L o
15. Click the Acquisition Team button under the Parcel Central Menu L
>
.?JI\N!IW%’% L
. 5 Real Estate Automated Data System (READS) G
s =
Project Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acq Comps E-Help E-Manual —_—
Region North East ProjectID | pp0o-03-21 + | Project Name [~ Show Closed Projects <= Prev. Parce E
Office/lLPA | Green Bay v | Parcello |3 v Fred's Training Project v mp- Next Parcel =T
[nas
[l Parcel Information
[ Jacquisition Team Show * Region Roles " Statewide Roles ¢ Al
._ Please click on the underlined role to make an assignment or to view details about the assigned team member
Participants
e ] ame oo
Wl interests Acquisition Specialist Cindy White X
.Waiver of Appraisal Appraiser Larry D Stein X
Contract Specialist X
Bappraisal FIIPS Coordinator X
gﬂ:f:‘f;‘::sal LPA Coordinator X
Lead Project Engineer X
[l OfferiNegotiations Litigation Specialist X
[l Negotiation Diary Plat Unit L
Project Engineer X
[l ~:ddnl Parcel Pymts Property Mamt Specialist X
[l Retocation RE Lead Worker X
READS System Administrator X
[l Litigation Reqion Manager X
[l Buildings/Structure Redion RE Project Manager X
Redqion Supervisor X
Wl Parcel Log Relocation Specialist X
B aiiings Review Appraiser Marvin W Braund X
Letter Builder + | | Sign Coordinator X
s Y Surplus Land Specialist X
Logged In User Survey Coordinator X
wisadk Utility Coordinator X
16. Click the Contract Specialist Role and make an assignment
17. Click the Region Supervisor Role and make an assignment
18. If your information appears in the READS system, assign yourself as an Acquisition Specialist on parcel 2.
This will allow you to access the parcel using My Parcels on the Main Menu.
19. Click the Next Parcel button ™ MextParcel 5n4 make appropriate assignments for parcel 4.
20. Click the Participants button under the Parcel Central Menu
Ex2-4

31




Add Owner Participant for Nominal Parcel 2

1.

Click Add New

Participant

Full Hame
Spouse Name

Participant Type

[~ PO Box

Mailing Address:

City/State/Zip
Business Phone
Cell Phone
Home Phone
E-Mail

1099 Amount

SSNIFEIN

* Individual " Legal Entity

[Richard [ [aipert

| [

|Owr‘|er w |

[« Copy Property Address

[~ Address International

E!l Save ¥ cancel
Relocation No v
Property Address: [~ Copy Mailing Address

1265 Lombardi Ave

|1265 Lombardi Ave

|Green Bay

wi v | 54304

|ig00) 5551212

(800) 5551212
(800) 555-1212

Ext|

Fax |

|kottke@charter.net

—

Refused [~

Select Individual

Enter First and Last Name

Leave Relocation set to No

Set Participant Type to Owner

|Green Bay

Wi v | 54304

Click Copy Property Address checkbox to use the Property Address as the Mailing Address

Enter phone numbers and email address

Click Save

Click the Back button
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Add Mortgagee Participant for Nominal Parcel 2

1. Click Add New

Participant 4 Back & Edit

TRAINING EXERCISE

C = [ Corporation 47 Add New
Business Name  [First National Bank Ml Recorded Date | | |
110911971 479 11121971 0f X
Participant Type
[~ POBox [~ Address International

Mailing Address:  |777 Foreclosing Way

City/StateiZip Cheatum |agagg
Business Phone  [(800) 555-1212 Ext| Fax |

Cell Phone
Home Phone

E-Mail | |4 Send Email

2. Select Legal Entity

3. Click the Corporation checkbox

4. Enter a Business Name

5. Set Participant Type to Mortgagee

6. Enter Contact Information

7. Click Save

8. On the Mortgage Table, click Add New

9. Enter Mortgage data and click Save

ion 47 Add New
[Morigage Date | Document # | Recorded Date | | |
# X
B -- Webpage Dialog X
i save X cancel
Mortgage Dated 111911971 ez
Document Hum 479

Recording County
Recorded Date [1121977 :ﬁ
ReelVolume M
Image/Page |7

10. Click the Back button and then click the Next Parcel button ™ NextParcel
Ex2-6
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Add Owner Participant for Appraisal Parcel 4

1. Click Add New

Participant I save > cancel

@ Individual " Legal Entity

TRAINING EXERCISE

Full Hame [Desmond D [Hume Relocation Yes v

Spouse Name [ [ Relo. Unit#  [100A

Participant Type | Owner vl Relo Category | Residential v

[~ POBox Copy Property Address [~ Address International Property Address: [~ Copy Mailing Address
Mailing Address:  [944 vanderperren Way |a44 vanderperren Way

City/State/Zip |Green Bay wi v | 54304 |Green Bay Wi v ||54304
Business Phone | Ext| Fax |

Cell Phone ,7

Home Phone r

E-Mail | =
1099 Amount r

SSHIFEIN ,7 Refused |~

2. Select Individual

3. Enter First and Last Name
4. Set Relocation to Yes and enter Unit Number 100A

5. Set Participant Type to Owner
6. Click Copy Property Address checkbox to use the Property Address as the Mailing Address
7. Enter phone numbers and email address

8. Click Save

9. Click the Back button

Ex2-7
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Add Tenant Participant for Appraisal Parcel 4

1.

Click Add New

Participant

& Individual " Legal Entity

Full Hame
Spouse Name

Participant Type

[~ PO Box

Mailing Address:

City/State/Zip
Business Phone
Cell Phone
Home Phone

E-Mail

|Daniel

[ [Faraday

[

| Tenant

o

t:‘ Save X Cancel

Relocation Yes | w

Relo. Unit # [101A

Relo Category | Residential

v Copy Property Address [~ Address International Property Address:

|944 Vanderperren Way |944 vanderperren Way

|Green Bay Wi v | [54304 |Green Bay 54304
| Ext | Fax |

Select Individual

Enter First and Last Name

Set Relocation to Yes and enter Unit Number 101A

Set Participant Type to Tenant

Click Copy Property Address checkbox to use the Property Address as the Mailing Address

Enter phone numbers and email address

Click Save

Click the Back button

35

TRAINING EXERCISE

Ex2-8



dotadk
Text Box
Add Tenant Participant for Appraisal Parcel 4

dotadk
Text Box


Add Mortgagee Participant for Appraisal Parcel 4

1. Click Copy Existing

A -- Webpage Dialog

> cancel
Enter a name then click on the Find button

Participant Hame [first national [ 5] Fi@;}

2. In the Participant name field, enter “first national” and click Find
READS will search for participants in the system matching that name.

3. Set Participant Type to Mortgagee and click the icon in the Copy column

A -- Webpage Dialog

> cancel
Enter a name then click on the Find button
Participant Name [first national ® Find
Select a Type and check off the one you would like to copy.
Participant Type Mortgagee I
0000-03-21 First National Bank Mortgagee 777 Foreclosing Cheatum s
Way

4. READS will ask if you are sure you want to copy the participant, click OK

We are done entering participants for parcels 2 and 4.
5. Click the Previous Parcel button to return to parcel 2.

6. Click the Interests button under the Parcel Central Menu
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Add Interests Required for Parcels 2 and 4

1.

10.

11.

12.

13.

14.

Verify that you are on parcel 2 and click the Edit button

INTERESTS 7 Edit

Access Rights

Total Size (acres) 0.750 Total Size (sq. ft.) 32,670.00

Fee Size (acres) 0.100 Fee Size (sq. ft.) 4,356.00
Existing ROW (acres) 0.000 Existing ROW (sq. ft.) 0.00
Total ROW (acres) 0.100 Total ROW (sq. ft.) 4,356.00
45 Add New Interest
Type of merest — sze | un_ ookt
0.100 X

Set Access Rights to No
Enter a Total Size of 0.75 (acres)
Under Type of Interest, select Fee

In the Size field, enter 0.1 and leave Unit set to acres

Click the Next parcel button ™ NextParcel

Verify that you are on parcel 4 and click the Edit button

INTERESTS 7 Edit

Access Rights

Total Size (acres) [ 1200 Total Size (sq. ft.) [ s2272.00
Fee Size (acres) 0.550 Fee Size (sq. ft.) [ 23958.00
Existing ROW (acres) ,7&050 Existing ROW (sq. ft.) m
Total ROW (acres) [ o600 Total ROW (sq. ft.) [ 26136.00

475 Add New Interest

Type of nierest S T unt_[oeets
0.550 X
0.250 X

Set Access Rights to Yes

Enter a Total Size of 1.20 (acres)

Under Type of Interest, select Fee

In the Size field, enter 0.55 and leave Unit set to acres

Click Add New Interest

Also enter a Permanent Limited Easement (PLE) of 0.25 acres

Click Save
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The Negotiation Diary

The purpose of the Negotiation Diary (WisDOT Form DT2058) is to present a clear picture of what

transpired during the negotiation of the particular parcel or land being acquired.

WisDOT Real Estate staff and consultants are required to use the READS system to generate

diaries.

Use at least the first initial and full last name of the person making the entry. In the case of the

parcel's main Real Estate agent, the full name only needs to be entered once. Initials will suffice

for the remaining entries. Timely, accurate and detailed entries are critical. One technique that

can work for remembering details is to immediately record key points of the negotiation on a

portable recording device for later review; this can prove to be useful when updating diaries. The

following shall be documented:

1)
2)
3)

All discussions and meetings with property owners.
All discussions and meetings with any parties of interest.
All discussions and meetings with management and other staff including what was decided
or not decided.
In the event of disputes, litigation, audits, or other future situations, such documentation
will serve as a reference and clearly tell the story. Note who attended and what was
discussed.
An email trail does not replace diary notes.

0 An email trail can be included in the file, but a summary of what occurred is what is

needed in the READS diary notes.

Have been other negotiations with the same property owner and whether or not there was
an agreement. This may be helpful when defending the Department in litigation.
If more money is expected, it should be noted how much more the property owner thinks
they are entitled to and what they are basing that amount on.
0 This is helpful to the Department during mediation.

Note whatever issues the property owner has concerns about.
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The provisions regarding what items must be maintained in the region’s official files are found in the
Wisconsin relocation rules in Wis. Admin. ch, Adm 92. (Wi Stats 32 and 84 are silent with regard to a
negotiation diary requirement). The following language is found in Adm 92.20.

Adm 92.20(1) (1) Property acquisition file. An individual property acquisition file shall contain:

(a) The name and address of a property owner and the address or other legal description of an acquired
property;

(b) Evidence that the property owner was given a pamphlet entitled, "Your Rights as a Landowner
under Wisconsin Eminent Domain Law," and the date given;

(c) A copy of written notices under this chapter or otherwise given to a displaced person;
(d) A copy of appraisal reports or documents on which a determination of just compensation is based;

(e) A copy of the written offer to purchase and the date of initiation of negotiations to acquire a
property;

(f) A copy of a purchase agreement, deed, declaration of taking, waiver or related document involving
conveyance of the property;

(h) Evidence that a property owner was paid for the purchase price and expenses incurred incidental to
transfer of the property as specified under s. 32.195, Stats.
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Legal Descriptions and READS

READS can import the legal description from Microsoft Word and place it directly on the face of a
conveyance. Alternatively, the legal description can be attached to the conveyance as a separate page. In
that case, the language: “Legal description is attached and made a part of this document by reference.”
must appear on the face of the conveyance.

For a legal description to be displayed on the face of a conveyance generated by READS
The legal descriptions must be saved as Legals must be saved as Word .docx files in the Region Office

N:\Apps\READS\Legals folder, in a folder named with the 8 digit Real Estate Project ID as shown below. No
other characters are allowed in the folder name.

Folders X Name
= ) legals ~ | ®]10302320.001.doc
# (03 00400120 1] 10302320.002.doc
# () 00519300 1 10302320.003.doc
+ ) 00820504 @10302320.004.!:10(
) 04603201 1 10302320.005.doc
¥ [0 06310201 #1110302320.006.doc
# ) 06310211 1] 10302320.007.doc
¥ ) 08310221 #110302320.008.doc
H 07) 06310227 #10302320.009.doc
0 10000321 51 10302320.010.doc
# 03 10000525 #1110302320.011.doc
0 10301120 1110302320.012.doc
¥ 03 10302020 #1110302320.013.doc
H 100) 10302220 #10302320.014.doc
el ] 10302320 #10302320.015.doc
# ) 10302321 110302320.016.doc

Each legal description MS Word document is named: 10000020.003.docx

Where:
10000020 The 8 digit project id must be the first 8 characters. No dashes.
.003 The 3 digit parcel number is immediately after the first period.
The parcel numbers are 3 digits (e.g. parcel 1 must be 001).
.docx The .docx extension (.doc extension is not supported).
NOTES:

Any text in the header or footer is ignored by READS. Use the header for including the title "legal
description" and any other information desired. Use the footer for including the project and parcel number
if desired.

The font used in preparing the legal description is ignored by READS. The legal description is displayed in
the Arial font on the conveyance.

If a legal description is too long to fit on the page, the language "Legal description is attached ..." will
appear on the face of the conveyance and the legal description will be attached.

40



Exercise 3 — Nominal Valuation & Offer (20 minutes)

Use the project ID and parcel numbers provided by the instructor

1. Enter Training READS using your Training Logon and Password

2. Navigate to Parcel 2 of your project (Click Project > Project Details, Find your project and click the icon
in the Edit column next to your project, click the icon in the Open Parcel column next to parcel 2)

3. Click the Waiver of Appraisal button under the Parcel Central Menu

i
ik
%S'B ké Real Estate Automated Data System (READS)
iy
Project Parcel Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acg Comps E-Help
Region MNorth East ProjectID | poo0-03-21 + | Project Name [~ Show Closed Projects <= Prev. Pa
Office/LPA | Green Bay + | ParcelNo |2 v Hew READS Training Project v = Next Par
— -
Wl rarcel information .,
Prop Owner(s)  |Richard Alpert Approval Details [~ Create Proposed Offer
[l Acquisition Team
Current Status  [\Waiver Parcel Type [Nominal Approved Amount 300.00
[l Participants
Zoning Approved By
W interests
Project Data Book [11/08/2010 Approved On E
< [Appraisal
Allocation | Comparables | Log |
Owners Appraisal .
1 Edit
IDﬁE‘UNEQOﬁﬂ“O“E Detail Items Initially Populated From Interests Identified £ Add New
e ™ unw | perunt | vaie s [oel
\tarmﬁeld < 0.100 3,000.00 30000 X
Addnl Parcel Pymts
u e Total Allocation ($) 300.00
[l Relocation Rounded To ($) 0000
Ml Litigation

4. Click the Edit button directly above the Allocation Table

5. Enter an optional description for the Land in the Description Field

6. Enter a Per Unit value for the Land

7. Click Save

Now you are ready to approve the allocation and create a proposed offer

8. Click the main Edit button (to the right of the green Waiver of Appraisal label)

T save #_ cancel

Prop Owner(s)  [Richard Alpert / Approval Details [ Create Proposed Offer
Current Status Waiver Parcel Type |Nominal Approved Amount 300.00

Zoning Residential v Approved By Jacob De Cleene
Project Data Book [11/08/2010 proved On 111012010 (4]

9. Place a check in the Create Proposed Offer checkbox

10. Fill in Approved By and Approved On and click Save

Ex3-1
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11. READS will prompt you to confirm that you wish to create an Offer record. Click OK.

Windows Internet Explorer

":) This will create an Offer record based on the Waiver of Appraisal. You can undo this by deleting the related Offer record on the Offer/Negotiations screen.
Are you sure you want to continue?

| OK | I Cancel l

12. Now click on the Offers / Negotiation button under the Parcel Central Menu

Project Parcel Reports My Parcels My Ticklers _ Property Mgmt Setup E-Submit Acg Comps E-Help
Region [Nortn East Project ID | 0000-03-21 - ‘ Project Name: [~ Show Closed Projects <= Prev. Par
Office/LPA |Green Bay v ‘ Parcel No | 2 - ‘ | Hew READS Training Project - | mp Next Parc
OFFER/NEGOTIATIONS 473 Create Offer %Y Open Legal Description
Wl Parcel Information .,
| S B T T
[l Acquisition Team
v Waiver of Appraisal 1 Waiver of Appraisal 300.00 Jacob De Cleene
W Participants
Winterests
[l waiver of Appraisal
B Appraisal
DoT
e el Neqotiation Details | ProRata Taxes | Mortgage Release Documents Diary | Log ]
|| i Edit
| [offeriNegotiations H e ClosiRarces
Specialist |Drew Kottke Participants
epsiaicaiom—— Partcipan
Site Address 1255 Lombardi Ave, Green Bay, WIS4304 p——
Richard Alpert
[l Adanl Parcel Pymts Comments 1Chare Alpe ner
W Relocation
M Litigation
Brochure Sent 11/09/2010 ROE Signed ‘:f‘ﬁ £ Add New
IllBuildingsStructure || Initiation of Heg [ [ RoEExpires [T BEEOpEOoiiate
[Z
Wl Parcel Log - - ClosingDate [ g x
B mailings Appeal End
Letter Builder
— || Offer Accepted Date T
2 r . &
Logged In User

13. Place a check in the checkbox next to the Waiver of Appraisal Offer.

On the Offer/ Negotiation screen you can enter an Initiation of Negations Date and Offer Accepted Date.

This is also where Conveyance and Recording Date is entered.

14. Click the Diary tab and click Add Diary ltem

Spell Checker r m," Save >\Cancal
Date [14/40:2010 (5]
Type
Sub-Type | v

Subject |contac‘ted owner

Description |Contacted Mr. Alpert today. He is looking forward to selling a strip of his
property to make travel safer for the motoring public

Updated On ’— Entered By [Drew Kottke
15. Make a Diary Entry. Note that a Subject is required. Click Save when done.

We will spend time on diary items and the READS Log in another training exercise.
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Create a Warranty Deed Document for Parcel 2

1.

From the Offer screen for parcel 2, click the Documents tab

[ Negotiation Details [ Pro Rata Taxes | Mortgage Rel [ Documents | Diary | Log |
Show: Al " Letters * Documents [ Fillin Dollar Amount [w Fillin County
Type of Document | Megotiations [w Fillin Notary Information [~ Fillin State

Date Last Open Last
Generated Created y

Quit Claim Deed by Corporation (DT1548)

Real Estate Transactions Closing Statement (DT1617) b ]
Statement to Construction Engineer (DT1528) L @
Temporary Limited Easement {DT1577) L] @
Temporary Right of Entry Easement (DT1561) | ]
Trustee's Deed (DT1529) L] @
Warranty Deed (DT1560) | @ -
< EN

Notice that you may Show: Letters, Documents or All. You may also filter the list of documents by the Type of
Document using the pull down menu

2.

3.

READS will generate the document, save a copy in the Log and send the document to MS Word to open.
5.

6.

Select Documents
Scroll to the bottom of the list and click the icon in the Generate column next to Warranty Deed

Place a checkmark next to the owner’s name indicating that he will sign the deed and click Generate
Document (below left)

A -- Webpage Dialog File Download @

Warranty Deed (DT1560) Do you want to open or save this file?

Return Address |Green Bay " | @B Name: Doc17256.rf

One Doll ndove Type: Rich Text Format, 91.9KB
ne ar al
From: acceptance.dot.state.wi.us

Signed By

‘Richard Alpert

Open I [ Save ] | Cancel

e While files from the Internet can be useful, some files can potentially harm
@ your computer. f you do nottrustthe source, do not open or save this file
-

Create Separate Signature Page [~

%Y Generate Doc%ﬁent > Cancel

Word will prompt you to Open, Save or Cancel. Click Open (above right)

MS Word will open the Warranty Deed.

Inspect the document to verify that it is correct. Conveyances are protected and must not be edited.

Print the document to the local printer (your instructor can advise you on the printer to use). We will use

this document later during another exercise.
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Introduction to the READS Log

The READS Log can serve as the project file and the official location for documents. There is a project log for
every project and a parcel log for every parcel. In the Relocation Log each Unit Number has its own log.

Each Parcel Log is made up of several smaller logs. There are Logs for each of these areas within each
parcel: Waiver of Appraisal, DOT Appraisal, Owner Appraisal, Offer/Negotiations, Relocation, Litigation and
Buildings & Structures. Together, they combine to make up the Parcel Log.

Log entries are made by these actions
1. Generate a document. Documents are saved in the log where they originated.

2. Upload an edited document to the Log. It is possible to edit a generated document and upload it to the
Log replacing the original.

3. Make a Diary Entry

4. Enter a Comment. Like a Diary entry although this is information that is not included on the negotiation
diary document.

5. Manually attach a document. It is easy to upload other documents from outside the system (for
example, an PDF appraisal document E-Submitted with the old E-Submit system)

6. Attach a document via barcode scanning. This is an automated way of uploading documents to the
log. This will be covered in a separate exercise.

7. Sending an email from the Log. An email, with or without an attachment, may be sent from the log.
Emails are never received in the Log, only sent.

8. E-Submit a document to the Log. When the READS E-Submit tool is used, the submitted documents
go directly to the appropriate Log.

We will spend additional time on the READS Log in another exercise.

1. While still on the Offer screen for parcel 2, click the Log tab

Negotiation Details | ProRataTaxes | Mortgage Release | Documents | Diary | Log
Use the following to filter the Log: 473 Add Diary ltem <7 Add Comment [EI Attach Document ~ Send EMail
Date Category Type Sub-Type

4+ Generate Coversheet

Attach Date Category Type Sub Type |Open|Upload Edit|Delete|Modified
Date Au‘th

11/40/2010  Negotiation Document Warranty Deed (DT1560) X :13”331'02210
11M0/2010  Hegotiation Diary contacted owner 7 x 1n02010

13:23:61

E]| Page 1 of 1 E] — Print

You will see 2 entries. You will see the diary entry that you created and you will also see the Warranty Deed
that you generated. The most recent log entries appear at the top of the list.

Ex3-4
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2. Click Send Email

3. Compose a test email to yourself from the READS Log. You will be able to retrieve the message later. A

record of the sent email will be saved in the Parcel Log for parcel 2.

Negotiation Details | Pro Rata Taxes | Mortgage Release |  Documents | Diary | Log |
| bl le— » Sond X Cancel
To: |ku‘ttke@charter.ne‘t 4% Address Book

Cc: | File Attachments:

Bec: |

Subject:  |Test email from the READS Log

Message: |This is going to be very helpfull

Click Send when done.
Click OK when READS notifies you that the email was sent

Now the READS Log for Parcel 2 include these 3 items

Negotiation Details | Pro Rata Taxes | Mortgage Release |  Documents | Diary | Log
Use the following to filter the Log: 4 Add Diary kem £ Add Comment |[[ Attach Document -1 Send EMail
Date Category Type Sub-Type

4% Generate Coversheet

Test email from READS Parcel 111122010

111172010  Hegotiation Email Log - 0000-03-21, parcel 2 12:35:14
[T 11M02010 Hegotiation Document Warranty Deed (DT1560) @ @ i X :;'ﬁ;g%glm
1110/2010  Hegotiation Diary contacted owner A :;r;g;z:nn

Only the individual that made the Log entries, the READS local experts and the System Administrator can
Edit or Delete Log entries.

Notice that there are several filters available for viewing Log entries. As the Logs grow longer, using the
filters will be far more convenient than paging and scrolling through the Log.

Ex3-5
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Correctly Entering Remnants in the READS
Alternate A — Entire Acquisition

An Alternate A Offer is used when the owner is left with no property after the acquisition of the remnant
and fee needed for the project (A total buyout).

Enter plat information in the interest screen. This information should only be what is required for the
project. It should NOT include any remnant property.

Project -L_m_. Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acq Comps
Region |Northeast ProjectiD 9999.11-11 ~ Project Name [~ Show Closed Projects E
OfficelLPA  Green Bay -~ ParcelNo g7 - Teresa's Test Project - m: |

T

Wl Parcel information
[l Acauisition Team Access Rights No

:ﬁ_.Pﬂl‘ﬂCiD&nts Total Size (acres) 15.900 Total Size (sq. it.) 692,604.00
. Fee Size (acres) 15.000 Fee Size (sq. L) 653,400.00
'.Waiver of Appraisal

Existing ROW (acres) 0.000 Existing ROW (sq. ft.) 0.00

-Appransal
DOT Appraisals Total ROW (acres Total ROW {sg. fi. 400,

| Chwners Appraisal ‘ d s A s "~

| +3 Add New Interest

-;.m"f‘“_-‘““’f‘"“ Type of Interest | size | Unit_|Delete

:.Heqotmhon Diary Fee 15.000 | acres || X

[ Addni Parcel Pymts

Enter information in the DOT Appraisal screen according to the appraisal. This information should only be
what is required for the project.

| Project |NENCFTRTNNM Reports  MyParcels  MyTicklers PropertyMgmt _ Setup __ E-Submit _ AcqComps __ EHelp __ EManual _

Region |Nnm|easl ProjectID  9999.11-11 » Project Name I~ Show Closed Projects <m Prev. Parcel

OfficelLPA Green Bay ~ ParcelNo g7 +  Teresa's Test Project -

| Il Parcel Information
':.Acquisilion o Prop Owner(s)  [Jackson Kinney Appraiser Teresa R McClung

Wl Participants Property Address |456 property address, proprty, Wi Company |WisDOT

MHErESt Parcel Type [Major Current Status [Appraisal Eff.DateofReport [ 4]

VWaiver of Appraisal Review Status | ProjDataBook [ Submitted for Review [— """ 2 submit for
Review
Appraisal Format | Standard Before And After Total Value ($) 46.89
Allocation | Summary [ Description | Comps | ObjReview | Checklist | Rvw Details | Documents [  Diay |  Log |
& Edit

Before Value ’—47]'0- - After Value l—gg{ = [—45,39

Detail ltems Initially Popu!aled From Interests identified 47 Add New

[ Mocaton | pescipion | sz | Unt_|Perunt| Vae(s) | |
Land = [ 15000 acres ~|[ 300 4500 X
Severance |rema|mng land value diminished by 70% 2 189 X

Total Allocation ($) 46,89

| . Payment Request
Once the DOT appraisal is approved, the offering price is listed on the Offer/Negotiations screen.

Click on the create offer button.
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Region Northeast
OfficelLPA Green Bay

| PARCEL CENTRAL MENU

DOT Appraisals
Owners Appraisal

Reports My Parcels

My Ticklers

» ParcelNo s7 ~  Teresa's Test Project

OFFERNEGOTIATIONS

Property Mgmt

ProjectiD 9999.11.11 » Project Name

Setup

[~ Show Closed Projects

E-Submit Acq Comps

E-Help

E-Manual

%Y Open Legal Description

I S ) N T

12 Offering Price 1 Appraisal (Teresa R McClung) 46.80 Robert Prescott

Neqotiation Details | Pro Rata Taxes | Morigage Release |

| Diary | Log |

Acq Specialist  |Kip Pelegrin

Site Address  |456 property address, proprty, Wi

Comments
I

Complete the pop up window as shown.

# | - Webpage Dialog =)
el Bave > cancel
Offer Type Alternate A - Acquisition of Entire Property =
Based On Existing Offer [Ty -
https:/faccep /" Trusted sites | Protected Mode: Off &

Click the add new icon to add an allocation for the remnant.

I PARCEL CENTRAL MENU

OOT Appraisals
Owners Appraisal

Buildings/Structures
Parcel Log
Payment Request
Ma_ilil_'l_gs o

Offer/Negotiation

Offer Type |alternate A - Acquisition of Entire Property
Based On Offer |1 - offering Price

Amount [ 639

Approved By v

Approved On |

Allocations

o Edit Ciose Parcel

Parti nts

Jackson Kinney

A Edit

43 Add New

Value ($) |

Land 15000 acres ~|[ 300 4500 X
Severance bl : ining land value dimini: by 70% - 189 X
Total Allocation ($) | 46.80
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Complete the pop up window with the remnant information. Use the remnant’s after value in the DOT
appraisal as the value for this allocation.

£ --Webpage Dialog -
H Save > Cancel
Allocation Remnant i
Description g

Size I 0.900

Unit acres -

Per Unit | p.g{]
Value ($) | 0.81

httg " Trusted sites | Protected Mode: Off ﬂ

Here is an example of a correctly entered allocation.

" Allocations |
& Edit
% Add New
I B N N A T
Land 15.000 | acres - 3.00 | 45.00
Severance - ]remalnlng land value diminished by T0% A W X
Remnant || <1l 0.900 acres ~|| 0.0 | 081 X
Total Allocation ($) [ ar70

e Note the total allocation is the before value from the DOT appraisal. An alternate offer should
never be more than the before value.
e Note the land and severance allocation is not altered.

Click the back button to return to the Offer/Negotiation screen.
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Check the “select” box for the Alternate A before generating the Alternate Offer To Purchase form. Next
click the Documents tab. Click the generate button for the Alternate Offer To Purchase.

Office/LPA Green Bay ~ ParcelNo s7 +  Teresa's Test Project = = Next Parcel

|

| PARCEL CENTRAL MENU OFFER/INEGOTIATIONS 475 Create Offer % Open Legal Description
Parcel Information
wcowston e | S T N T T 0
. Offering Price 1 Appraisal (Teresa R McClung) 46.89 Robert Prescott
Participants 2
a ternate A - Acquisition of Entire 1 1 - Offering Price 47.70 ‘J X
Interests ‘Property
\Waiver of Appraisal
BAppraisal
DOT Appraisals
Owners Appraisal
Details | Pro Rata Taxes | M § Documents |} Diary | Log |
Show: © Al " Letters ¢ Documents [+ Fillin Dollar Amount [# Fill in County
Type of Document [w Fillin Notary Information |+ Fillin State
Generate | D3€LaSt | goanyatest [uploaded
Generated i
ition Survey :
|administrative Revision (DT1592) L) @
ative ion Letter Lk} @
Letter Builder Agreement for Purchase and Sale of Real Estate - Long Form (DT1618) (-] P
Mailing Label.
i) = Agreement for Purchase and Sale of Real Estate - Short Form (DT1895) L) =]
Alternate Offers To Purchase (DT1975) 1112112012 @ 8
Assessor Letter [ @
Logged In User 2 @
dott4m Award of Damages Letter L] @ -

Click the check box next to Alternate A. Fill in the Compiled By, Reason for Purchase, and Supported By
fields. Click the generate document icon to create the form.

£ -- Webpage Dialog
Alternate Offers To Purchase (DT1975)
‘ ALTERNATE A - Aequisition of Entire Property Compiled By: |me
\M\sition Remaining Tract to be Acquired Size of Entire Property to be Acquired

| 15.000 |Acres | 0.900 |Acres = | 15.90000 |Acres

Reason for Purchase:
uneconomic B

(1) Just Compensation for Required Acquisition | 46.89
(2) Appraised Market Value of Remainder Tract | 0.81
(3) Recommended Alternate Offering Price A I A47.70

Supported By:  |DOT appraisal

[~ ALTERNATE B - Acquisition of Remnant Tracts

Area of Remnant Tract Approved Price for Remnant Tract

Remnant Tract B-1 | 0.000 | Acres | 0.00
Remnant Tract B-2 | 0.000 Acres I 0.00
Remnant Tract B-3 | 0.000 Acres | 0.00

Reason for Purchase:
reaso0ning -

( % Generate Document > X cancel

https://acceptance.dot.state.wi.us/reads/Aform.aspuform_id=WI[ +/ Trusted sites | Protected Mode: Off

Supported By: me
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Alternate B — Acquisition of Remnant Tract

An Alternate B Offer is used when the owner is left with property after the acquisition of the remnant and
fee needed for the project.

Enter plat information in the interest screen. This information should only be what is required for the
project. It should NOT include any remnant property.

Project Reports My Parcels My Ticklers Property Mgmit Setup E-Submit

Acq Comps

Region [Northeast ProjectiD 9999.44.11 «» Project Name [~ Show Closed Projects n
Office/LPA  Green Bay » ParcelNo 53 +  Teresa's Test Project - B
. Parcel Information
:.Acqulsltinn Team Access Rights No
. Participants Total Size (acres) | 60.000 Total Size (sq. ft.) 2.613.,600.00
& ntarests Fee Size (acres) | 0.560 Fee Size (sq. fL) 24,393.60
' Waiver of Appraisal
| Existing ROW (acres) | 0.590 Existing ROW (sq. ft.) 25,700.40
Bappraisal
DOT Appraisals Total ROW (acres; Total ROW {sq. f.
‘ b ( ) 1.150 (sa.ft) 50,094.00
| A +5 Add New Interest
A | Typeofinterest | sze | Unit _[Delete]
I.e. Negotiation Diary Fee 0.560 acres X
;\.Mdl‘ll Parcel Pymts Temporary Limited Easement (TLE) [—Wj acres X
'MRelocation

Enter information in the DOT Appraisal screen according to the appraisal. This information must be only
what is required for the project.

-

:| Project -m- Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acq Comps E-Manual
Region  [Northeast ProjectiD  gg999.11-11 -  Project Name [~ Show Closed Projects W= 0 <= Prev. Parcel
Office/LPA  Green Bay ~ ParcelNo sg v  Teresa's Test Project » [EETENTTET] s NextParcel

—— - — — — — —
_Parcel Information
[l Acquisition Team Prop Owner(s)  |Condominium Participant, LLC Appraiser Teresa R McClung
:'. Participants Property Address |condo’s property address, property, W1 68952 Company |WisDoT

1
‘.Interests Parcel Type [intermediate Current Status [Appraisal Eff. Date of Report j
_;.Walver of Appraisal Review Status | Proj Data Book | Submitted for Review HEH (2 submit for

B Appraisal Review

Appraisal Format | standard Abbreviated Total Value ($) 48.40
Owners Appraisal - — — —— e —
Allocation | | ip | Comps | obiReview | Ci | ®vw Details | [ oiay Log |

:lorl‘l'ermsgoﬂar.lons =

| & Edit

|l Hegotiation Di

eg o Before Value 3,075.00 - After Value | 3,038.60 = | 36.40

| Addnl Parcel ts

- ] e fyn Detail Items Initially Populated From Interests Identified &3 Add Hew

Wreiocaton " mocaton | Desomion ———1"sue | umt_| perumn] vawe(s) |

[l Litigation Land | = [ o560 acres - [ 65.00 3640 X

’_.Buiidings.rsuuctures TLE [ = | 0.005  acres IZADG,UU 1200 X

i

W rarcel Log Total Allocation () 4840

f.Paytnent Request

Once the DOT appraisal is approved, the offering price is listed on the Offer/Negotiations screen.

Click on the create

offer button.
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Project Reports My Parcels My Ticklers

Region Northeast
Office/LPA  Green Bay -~ ParcelNo sg -

OFFERINEGOTIATIONS

| PARCEL CENTRAL MENU

Parcel Information
| Acquisition Team

DOT Appraisals
‘Owners Appraisal

Property Mgmt
Projectil  9999.11-11 + Project Name
Teresa's Test Project

T T T W N

¥  Offering Price 1 Appraisal (Teresa R McClung)

Setup E-Submit Acg Comps E-Help E-Manual

[T Show Closed Projects New Parcel «m Prev. Parcel

wp- Next Parcel

. Open Legal Description

48.40 Robert Prescott

Negotiation Details | ProRata Taxes | Morigage Release | Documents | Diary | Log |
7 Edit Close Parcel
Acq Specialist  [Cynthia Michalski Participants

Comments

Site Address  [condo’s property address, property, Wi 68952

Condominium Participant, LLC ‘Owner

Payment Request Brochure Sent

Malings Initiation of Neg

Letter Builder

Mailing Labels Closing Date

Appeal End

C Gave € S
Owner Appraisal Due
Offer Accepted Date jjj

Complete the pop up window as shown.

ROE Signed [~ [

’—E ROE Expires [ e |
e
—

43 Add Hew

Conoyance —Recoring Dae ol oo
# X

& -- Webpage Dialog

H Save < cancel
Offer Type Alternate B - Acquisition of Remnant Tracts ~
Based On Existing Offer G -

https://accep  Trusted sites | Protected Mode: Off

a

Click the add new icon to add an allocation for the remnant.

- | 0.580 acres

- | 0.005 acres
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Complete the pop up window with the remnant information. Use the remnant’s after value in the DOT
appraisal as the value for this allocation.

€ -- Webpage Dialog
I save > cancel
Allocation Remnant -
Description  |north tract g
Size | 3.000
Unit acres M
Per Unit | 28.00
Value ($) 84.00
hittg f Trusted sites | Protected Mode: Off ﬁ

Click the add new button again to add another remnant, if needed.
Here is an example of a correctly entered allocation for 2 remnant tracts.

e Note an alternate offer should never be more than the before value.
e Note the Land’s size and value allocation were not altered.

"~ Allocations |
& Edit
+5 Add Hew
I T N N T
Land = | 0560 acres ssuul 36.40
TLE . [ = | 0005 acres [2,400.un| 1200 X
Remnant ’ [norlhtract £ | 3.000 | acres [ 23.00[ s400 X
Remnant - |soutn tract = | 6000 acres - [ 2800 16800 X

Total Allocation ($) [ 30040

Click the back button to return to the Offer/Negotiation screen.
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Check the “select” box for the Alternate B before generating the Alternate Offer To Purchase form. Next
click the Documents tab. Click the generate button for the Alternate Offer To Purchase.

| PARCEL CENTRAL MENU

OFFER/NEGOTIATIONS 4" Create Offer " Open Legal Description
Parcel Information
oo N T T Sty

e | Offering Price Appraisal (Teresa R McClung) 48.40 Robert Prescott
articipan =
e ernate B - Acquisition of Remnant 1 1-Offering Price 300.40 !'JE X
Interests “Tracts
Waiver of Appraisal
. aisal
DOT Appraisals
Owners Appraisal
MNegotiation Details | Pro Rata Taxes | Mortgage Releage | Documents | ) Diary | Log |
Show: @ Al " Letters  Documents [ in Dollar Amount @ Fillin County
Type of Document [ Fillin Notary Information [» Fillin State

Date Last
Buildings/Structures Acquisition Survey 1

Parcel Log |administrative Revision (DT1592) LT

@
P t Request Administrative Revision Letter & -]
d Mailings iAA;|reetmam for Purchase and Sale of Real Estate - Long Form (DT1618) . 84 @
Letter Builder =g | .
Mailing Labels I I
— Agreement for Purchase and Sale of Real Estate - Short Form (DT1895) ) -]
Alternate Offers To Purchase (DT1975) ' @
Assessor Letter . b ] -]
|Award of Damages Letter ] @ v

Click the check box next to Alternate B. Fill in the Compiled By, Reason for Purchase, and Supported By
fields. Click the generate document icon to create the form.

& - Webpage Dilog
Alternate Offers To Purchase (DT1975)
[~ ALTERNATE A - Acquisition of Entire Property Compiled By: |me|
Area of Required Acquisition Remaining Tract to be Acquired Size of Entire Property to be Acguired
| 0.560 |Acres + 9.000 |Acres = | 9.56000 |Acres
Reason for Purchase:

(1) Just Compensation for Required Acquisition A48.40
{2) Appraised Market Value of Remainder Tract 0.00
{3) Recommended Alternate Offering Price A 0.00

Supported By: |

’
< ¥ ALTERNATE B - Jcquisition of Remnant Tracts

Area of Remnant Tract Approved Price for Remnant Tract

Remnant Tract B-1 | 3 Acres ~ &4.00
Remnant Tract B-2 | 6 Acres ~ 168.00
Remnant Tract B-3 | Acres - 0.00

Reason for Purchase:
dlocked and - m

Supported By: DOT appraisal

%" Generate Document X Cancel

https://acceptance.dot.state.wi.us/reads/Aform.aspxiform_id=WI " Trusted sites | Protected Mode: Off %
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Exercise 4 — Appraisal & Offer (10 minutes)

Use the project ID and parcel numbers provided by the instructor

1. Enter Training READS using your Training Logon and Password

2. Navigate to Parcel 4 of your project in Parcel Central (Click Project > Project Details, Find your project and
click the icon in the Edit column next to your project, click the icon in the Open Parcel column next to parcel
4)

3. Click the DOT Appraisals button under the Parcel Central Menu

4. Click the icon in the Edit column next to the appraisal

DOT APPRAISALS 4% Add New

Effective Date | Total Appraised = =

Larry D Stein (WisDOT) Standard Abbreviated Marvin W Braund j 4

The Appraisal screen will open with the Allocation tab selected

e
Prop Owner(s)  [Desmond D Hume Appraiser
Property Address |944 Vanderperren Way, Green Bay, WI 54304 Company |wisDoT
Parcel Type [Complex Current Status [appraisal ~ Eff.DateofReport [ ﬁ
Review Status | ProjData Book [11)08/2010 Submitted for Review | ﬁ 4 Submit for
Appraisal Format Total Value ($) ,70-00 Review
Allocation | Summary [ Description [ Comps | ObjReview | Checklist [ Rvw Details | Documents | Diary | Log |
A Edit
Before Value [ 000 - AfterValue [ 00 = [ 000
Detail Items Initially Populated From Interests Identified 475 Add New
™ unit| perunit| Value ®) | |
= )/250 [ ooo[ o000 X
| = 0.550 [ ooo[ o000 X
Total Allocation ($) [ ooo

5. Click the Edit button directly above the Allocation Table

6. Enter optional descriptions for the Land and PLE in the Description fields. Enter Per Unit Values for Each

ft. Save > cancel

BeforeValue [ po0 - Aftervalue [ g0 = [ om0
Detail ltems Initially Pnpulated From Interests Identified
I S T T T R
[PLE v = 0250 |acres + |[2,500.00 | 62500 X
[Lana | = [ 0550 [acres v |[2400001 [ 13,20000 X
Total Allocation ($) ["13,825.00

7. Click Save

Ex4-1
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Objective Review and Appraisal Review

1.

Click the Objective Review Tab

DOT Appraisal 4 Back A Edit

Prop Owner(s)  |Desmond D Hume Appraiser
Property Address |a44 Vanderperren Way, Green Bay, W1 54304 Compary WViSDOT
Parcel Type [complex Current Status ’W Eff. Date of Report ’7 E
Review Status | ProjDataBook [1108/2010 Submitted for Review | _ﬁ | Submit for
Review

Appraisal Format Total Value ($) lm

Allocation I Summary I Description I Comps I Obj Review I Checklist I Ruw Details I Documents I Diary Log

i Edit YestoAll [

Items 1-14 to be checked off and completed by consultant appraiser m A
1 5-year sales history | r

2 All applicable “compensable items™ are identified, adequately addressed, and separately valued in report. I r

3 Area and interest to be acquired agree with latest approved right of way plat or pending revision I r

4 Certificate of appraiser is included | r

5 Date of opinion coincides with last inspection date | r

6 Math calculations are correct - | r

7 Original and most recent plat date is noted | r

] Owners (or their desighated representative) were offered opportunities to accompany appriNger during inspection of - | r

property with their response to appraiser noted

9 Possibility for an uneconomic remnant has been determined, with amount identified in Alternate Offer r | r

10  Project number, page number and parcel number is included at bottorn of every page I r

11 Report format matches format designated by contract. |\ r

12  Report has been spell checked | r

13  Sales sheets are attached with sales information verified and included in valuation section I~ r

Click the Edit button above the Objective Review checklist table

Click Yes in the checkbox for the appropriate items in the Objective Review checklist. Note that you may
have to scroll to view all the items.

Click Save

Click the Diary Tab

Click Add Diary Item

Make one or more Appraisal Diary Entries and Click Save

= save b
Date 11412010 | ]

Type

Sub-Type | gevision Requested (Appraisal

Subject |I'u|ake Corrections as discussed on phone call of 11412010

Description |Concerning Valuation of Parcel 2
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8. Click the Checklist Tab

Allocation | Summary | Description | Comps | 0Obj Review | Checklist | Puw Details | Documents | Diary | Log |
& Edit Yestodll [~

Scope of work and parameters for his iview aroasfolows | Yes | o e
1 Area and interests to be acquired agrees with latest plat M|

2 Ownerirepresentative offered joint inspection opportunity [+ r

3 Date of opinion same as date of latest inspection N

4 project and neiy hood di M

] Adequate discussion of land v r

6 Adequate discussion of improvermnents and utilities M

7 Discussion of highest and best use F |

8 Discussion of zoning and its bearing on subject N

L] Thorough description and analysis of acquisition M

10 Ad ite di ion of i 3 r

11 Property assessment discussed if used for before value M|

12 Appraisal methods and technigues explained F |

13 Appraisal methods are appropriate and adequate to justify market value expressed in appraisal ¥ r A
40 Cossarahlo cales arn af  ciffisinnt smhar and el = |-

9. Click the Edit button above the Reviewer checklist table

10. Click Yes in the checkbox for the appropriate items in the Reviewer checklist. Note that you may have to
scroll to view all the items.

11. Click Save
12. Click the Documents Tab

13. Click the icon in the Generate column next to Appraisal Review (DT2128)

Allocation I Summary I Description I Comps I 0Obj Review I Checklist I Ruw Details I Documents I Diary I Log |
Date Last Open Last

Appraisal Objective Review 7] 11/11;2010 @

Appraisal Review (DT2128) L) 11/11;2010 ] 0]

READS will generate the document, save a copy in the Log and send the document to MS Word to open.

14. Word will prompt you to Open, Save or Cancel. Click Open

MS Word will open the Appraisal Review Document =9 -8

15. Inspect the document to verify that it is correct. Fill in additional information if 1 ¥
needed. |j Hew
‘ Open

16. When you modify a READS document, you must save it to your computer and =
upload it to the Log. After making all necessary changes to the document, click the ltig Conyert
round Office button and then click Save As

Save

H Save As | B

&

An easy way to keep track of the document temporarily is to save it on your desktop

Ex4-3
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17. In the Save As dialog box, click Desktop on the left side and make note of the file name (in this case,
Doc17266[1].rtf) and click Save

Save As 3 ?
Save in: [E Deskiop h/ @ 3 X oy B-
ﬂTmﬁﬂTd MName Size Type
Templats | | By Docs Systern Fol
[yt Recent 1 @y pC System Fol
Docmens || @y Network Systern Fol
@Desktup gl 72660 1]t 1 KB Rich TextF
FDoct 7266( 1]t 193 KB Rich TextF
DMV Docs EIMNextGen-BEM 1 KB Shorteut
9 Ba5harebocs 1 KB Shorteut
MY P

E_] Iy Mitwork

2 >
File name:  Doci72ea[1]rif e
Save as pe: | pich Text Format (*.rif) =

_swe ][ e |

18. Now click the Log tab and you will notice a paper clip icon in the Upload column next to the Appraisal
Review document.

Allocation | Summany | Description | Comps | 0Obj Review | Checklist | Ruw Details | Documents | Diary | Log |
Use the following to filter the Log: 47 Add Diarytem 473 Add Comment ||| Attach Document I Send EMail
Date Category Type Sub-Type

4" Generate Coversheet

Attach Category Sub Type Upload Delete |Modified
Date
111172010  Appraisal Document Appraisal Review (DT2128) ;;':;r:gm
[ 11M1:/2010  Appraisal Document Appraisal Objective Review =] 0] # X :;x;;sggm
- o Received Corrections from  Revision 7 11412010
[
11412010 Appraisal Diary Appraiser Received 4 X 15:40:27
Make Corrections as .
11112010  Appraisal Diary discussed on phone call of x“f::ed |_j X :;x;;r;nm
11412010 q %
[ 11412010 Appraisal Document Appraisal Review (DT2128) 5] 0 |5 x ::ﬂlegm b ~

(<] Pagetof1  [>] [ = print |

19. Click the paper clip icon and the Document Info screen appears

DOCUNMENT INFO [ save > Cancel

Document |C:1.I]ocuments and Settings'DOTADK Desktop'Doc1 7266[1].rtf
Prepared Date 11412010 _ﬁ Docurmnent Type
Subject |Appraisa| Review (DT2128)

Description

Prepared By [Drew Kottke Updated On 41112010 20:35:50

Sub-Type v Updated By |wisadk

20. Click the Browse button and the Choose file dialog appears

Ex4-4
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21. Click Desktop again on the left side and double-click the modified Appraisal Review document

rChoose file

Lockin: |[@ Desktop ~| ot B
L DMy Docs TIREACSE-Manual-201011
[ £ Iy pC E95hareDocs
My Network s _fp
My Fecent -
Défcu?ncgeﬂ:'g dillHandy Safe Desktop Professional 2.02
la Outlook
ESREADS
T 2UpREADS-Training-Manual-20101111 pdf

Deskiop W Characters of Lost - Wikipedia, the free encyclopedia
. EDesktopOK
g, e [1]rtf
s BIDOR_RETR. molth

My Docs ..?Ful\—Arch—diagra Type: Rich Text Format
Aiceogle Date Modified: 11/11/10 8:42 PM

|- & lacate Size: 192 KB
BINextGen-BEM

Eflopen-plat-if-exist xlsx
< >

.;) File name [Doct7z66[1) ~] Qpen
L
MyNetwork  Files oftype [l Files %1 -] Cancal

READS will upload the modified version of the Appraisal Review document and overwrite the original

Appraisal Approval

1. Click the Review Details Tab

I save > Cancel
Reviewer [Marvin W Braund Obj Review Completed [1n1zo0 E
Company WisDOT Revisions Requested ,m
Review Status  [accepted and Recommended Revisions Received [111z000
s Subjed Field Reviewed

Approval Details [ create Proposed Offer

Fair Market \alue - "Before” acquisition %) [~ n.o0 Approved Amount [ 13,825.00
Fair Market Value - “After” acquisition ($) [ Tomo Approved By
Difference [ om Approved On [1111172010 ﬁ

2. Enter an Object Review Completed date.
3. Change the Review Status to “Accepted and Recommended”

4. Click Create Proposed Offer

5. Select the appropriate individual under Approved By
6. Enter the Approved On date.

7. Click Save

8. READS will prompt you to confirm that you wish to create an Offer based on the Appraisal. Click OK.

Windows Internet Explorer

‘-:J This will create an Offer record based on the Appraisal, You can undo this by deleting
s the related Offer record on the Offer MNegotiations screen. Are you sure you want to
continue?

CK | I Carcel
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Electronic Records Law

Wisconsin Statutes 137.15
Legal recognition of electronic records, electronic signatures, and electronic contracts.

(1) A record or signature may not be denied legal effect or enforceability solely because it is in electronic form.

(2) A contract may not be denied legal effect or enforceability solely because an electronic record was used in its
formation.

(3) Ifalaw requires a record to be in writing, an electronic record satisfies that requirement in that law.

(4) If alaw requires a signature, an electronic signature satisfies that requirement in that law.

Wisconsin Statutes 706.25
Uniform real property electronic recording act.

(1) DEeFINITIONS. In this section:
(c) "Electronic document™ means a document that is received by the register of deeds in an electronic form.

(d) "Electronic signature” means an electronic sound, symbol, or process attached to or logically associated with a
document and executed or adopted by a person with the intent to sign the document.

(2) VALIDITY OF ELECTRONIC DOCUMENTS.

(a) If a law requires, as a condition for recording, that a document be an original, be on paper or another tangible
medium, or be in writing, the requirement is satisfied by an electronic document satisfying this section.

(b) If a law requires, as a condition for recording, that a document be signed, the requirement is satisfied by an
electronic signature.

(c) A requirement that a document or a signature associated with a document be notarized, acknowledged,
verified, witnessed, or made under oath is satisfied if the electronic signature of the person authorized to perform that
act, and all other information required to be included, is attached to or logically associated with the document or
signature. A physical or electronic image of a stamp, impression, or seal need not accompany an electronic signature.
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Electronic Records - Digital Originals vs. Scanned

* High Quality

LAMD VALUATION GRID 4 w9024 STH 23, S Frontage Road,
T ———— mlL ADDRESS Greenbush WaL?pun
ey -t 8 | QCATION Good Good
= — ZONING A-1 A-1
— T = LAND MAKE-UP
= e Bldg. Site 432 0
< | Cropland 110 30
= e Roads/Waste 0.4 1
. N = Marsh 6 0
e T i — Woods 9 4.48
\ TOPOGRAPHY / Lmosl Badiial Wioods Level, Partial
Digital Origina COVER Weods
UTILITIES Private | Private

» Searchable Text
* About 15 kb / page

= R * FAST - Print to PDF
— — SUBJECT PROPERTY
e . $83 W29861 Saxony Coun
) TRANSACTION DETAILS Town of Mukwonago, Wisconsin
TR | Sale Poce
B Date of Sale --
\ . Site S1ze (SF) 134,034
N | Prnce/SI -
€20, AR
=\ T T ADJUSTMENT PROCESS
e \"\-:_--;-:-. = Unadjusted Sale Price
=Y Terms of Sale
\‘-\_ Cash Equivalent Pnce/SE
\ | Tume/Market Cor :
&
\"‘-\_\ Current CE Price, Low Quality
" * Text Not Searchable
* About 75 kb / page
i * SLOW - Print. Then Scan.
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To Save a READS Document or Letter as a PDF using MS Word 2007

READS documents are created as RTF (Rich Text Format) documents by default. RTF documents are relatively easy to modify
using MS Word. To discourage editing of electronic documents, save READS documents to PDF (Adobe Portable Document
Format) prior to electronic transmission to a party outside the Department (e.g. a property owner).

1. With the document open in MS Word 2007, click the Office button, then Save As, then PDF or XPS

4l

N\ H « B 2 Document2 -
&

Save a copy of the document
New

T = Word Document
2 Save the file as a Word Document,

— Word Template

(1

/ Open

Save the document as a template that

Save can be used to farmat future documents.

u
H Save As | P

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

Adobe PDF

OpenDocument Text

Save the document in the Open

Document Format,

PDF or XPS

Publish a copy of the document as a POF %
or XP3 file,

Other Formats

ADBw @

Open the Save As dialog box to select
fram all possible file types.

"_'l Word Options ‘ ‘X Exit Word ‘

2. Specify the Save in folder and the file name (It’s OK to leave the Optimize for and Options Settings as is)

Publish as PDF or XPS 3

Save in: [ Desktop ¥ @ -3 X o &-
5 My Recent | [EMy Docs TWISDOT Autostore 1 |
Documents gMY PC 63T 2008-Penalty
|LL£‘ Deskiap ‘ DMy Network TFile Folder Labels pdf
| |DRicch Apps Tladd-remove-2010101!
=My Docs ENextGen-BEM Dstoney-creek-inrDOT
adMag-Filer 2009 TZening Present Use Ex
i My PC Tbulk-convert.pdf TZening Present Use Ex
a adShareDocs TTo Save a READS Doc
Clmy network | Tltaxyear 2009-madison-missing-tax-ids pdf
< >
File name: I'o Save a READS Document or Letter as a PDF using MS wWord 2007.pdf
Save a8 PR PO (* ) r
[ open file after publishing
Optimize for:  (®) Standard (publishing online and printing)
O Minimum size (publishing online)

3. Click Publish

Attach the PDF to the appropriate READS log and email to the desired party.
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If You Must Scan - Reduce the File Size of the Scanned PDF in Acrobat
1. After scanning, open the PDF in Acrobat.

2. Click File > Save As > Reduced Size PDF

#Doc118120.pdf - Adobe Acrobat Pro
|58 Edit View Window Help TerraGo

2 Qpen... Ctrl+0 D E & & @ O- &.
T Create »
— |
 Saveds POF... Shift--Ctrl+S
Attach to Email... Reduced Size PDF... [%
Action Wizard *  Certified PDF... st

Reader Extended PDF >
Optimized PDF...

Close Ctrl+w
Properties... Ctrl+D Ln_‘lage >
Microsoft Word 4
& Print... Crl+P | gpreadsheet 4
1 L:\Production\Doc118120.pdf More Options 4
2 C:\...\Doc118145-large.pdf
3 C:\...\Doc118145-reduced.pdf .
IMPACT STATEMEN

4 C:\Documents and Settings\...\Doc118116.pdf

5 L:\Production\Docl 18116.pdf SRR ATEOEE 5

i BY THE
= . e JENT OF TRANSPORTATION
-I— FEDERAL HIGHWAY ADMINISTRATION

3. Inthe Reduce File Size dialog leave “Make compatible with” set to Acrobat 6.0... and click OK

Reduce File Size

Acrobat Version Compatibility
Make compatible with: |JeEENMIENIEIETE «

Setting compatibility to later versions of Acrobat will
Q allow greater reduction in file size.

[ ok | [‘zepiytomutiple | [ concel |

4. Inthe Save As dialog box, select a folder and give the file a name. Click OK.

mig2013 v of O

Savejn: | !

SiWisconsin Legislature 706_25_files|
‘) T 2up-handouts. pdf
R T 137.pdf
6“ Recent | 4570, pdf

OSUMENE | ¥ acro8-review-appraisers.pdf
‘T acrobat-x-slgning.pdf
T do-vs-scan.pdf

Deskiop

My Documents
My Compter
MADU3H45368
% File name Doc118 M5 reducedpdt -
L B e =

5. Wait a minute for Acrobat to save a new copy. Acrobat can significantly reduce the file size without reducing
the quality.

™ Doc118120-original.pdf 02,123 KB
TDoc118120-reduced.pdf 17,857 KB
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READS Logs
The READS Log serves as the project file and the official location for project and parcel documents.
Log Types
Project
Parcel
Waiver (No Diary)
DOT Appraisal
Owner Appraisal (No Diary)
Offer / Negotiations
Relocation (each unit number has a Log)
Litigation

Buildings and Structures

Documents get into the READS Logs by these actions
1. Generate a document from the Log
2. Upload an edited document to the Log
3. Make a Diary Entry
4. Enter a Comment
5. Manually attach a document
6. Attach a document via barcode scanning
7. Send an email from the Log

8. Esubmit a document to the Log
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Barcode Scanning to the READS Log

Many documents that originate in a READS Log, can be scanned and automatically return to that same READS Log via a barcode.
Deeds and other documents that are signed or filled in outside of the READS system, typically have a barcode on the face of the
document. The barcode identifies the document and the Log that it originated from. Scan documents using the instructions
below, the document will be routed automatically to the Log where it originated.

READS barcode scanning works from these devices only

Madison -Wright St. MAD31-044 LANIER LD550c
Waukesha WKE31-213 LANIER LD533C
Waukesha WKE31-201 LDO50
Green Bay GRE21-024 LANIER LD150
Wis Rapids WI1531-802 LAMIER LD430C

La Crosse LAX31-011 LAMIER LD430C
Eau Claire EAU31-114 LAMIER LD430C
Rhinelander RHI31-003 LANIER LD430C
Superior SUP31-045 LANIER LD245
Hill Farms MADO4-060 LAMIER LD430C

To scan a bar-coded document to the READS Log
Load barcoded documents in the feeder

1. Press READS Log hutton

e Tt e Ouwbltes  Seogam  i— -
(may say “Other Function”) o= ) (¢ @8
Ly -
_ — @®® & O
wait ==ty READSLog | 2 990 ... |
Cracmar .- | Lo gt
808 C G
2. Press READS Log button | (T S0Q =
on touch screen P - | S
| READSLog. 1 @ o . @:
l_ O tuann v At 3
3. Press green Start button N e ——————
—————————

4. Press Copy button when done

NOTES:

Only the 1% page of a multi-page document needs a barcode. All subsequent pages are included as part of a single document
until one of the following 2 things happens. 1) the last page of the scanning job is reached. In this case all scanned pages are
included in a single document; or 2) another valid READS barcode is encountered. In this case a completely new document is

started at the second barcode. This repeats until the last page of the job is reached.

Multiple documents may be scanned at once as long as each document begins with a READS barcode.

Printing and scanning 1-sided documents is recommended.
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Turn Off Word 2007 Document Protection

1. If the Developer Tab appears on the ribbon, click the Developer tab

- Documentl - Microsoft Word -

4/ Home Insert Page Layout References Mailings Review Yie Acrobat
I JRecord Macro = D Mod Schema [T e
m q E AaAaQ _E M esign Mode % [!'lrli
=22 @ Pause Recording 0

T Properties 2#] Transformation
Yisual Macros

> = e 2 Structure <ep, - Protect Document
e AMacro Security Jﬂ,bj L I8 Group 44 Expansion Packs Document = | Template

[:J:g = 9 -0 5 [ powment .

If the Developer tab does not appear, click the round Office Button in the upper left corner
3. Click the Word Options button

Acvel [ssuedo

/‘i Prepare  » appraizal-problem-analysic-formudac =
< $:orabl, Inlschormd =]
F T d ¥ L
1 READE-Test-0d-Reports.doc
Seng L4 7, 2
READS-Test-03-Logdac =

S Pyblish »
=, =4

T Close
X Ewt Word
On the Word Options dialog (Popular tab) click Show Developer tab in Ribbon and click OK.

Word Options

‘ Popular ‘ . . .
| Change the most popular options in Word.
Display
Prociing Top options for working with Word
Shove Mini Toolbar on selection’i
Save

Eooilo e D

-
Advanced <_ Show Developer tab in the Ribbon i>

Alvrays use ClearType

Customize
[ Open e-mail attachments in Full Screen Reading view

Add-Ins Color scheme:

Trust Center

ScreenTip style: ‘Show feature descriptions in ScreenTips v

Resources Personalize your copy of Microsoft Office

5. Now click the Developer tab

6. Click Protect Document and then click Restrict Formatting and Editing

Documentl - Microsoft Word -

Acrcbat

7. Now click the Stop Protection button in the lower right.
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Turn On Word 2007 Document Protection (for filling form fields)
1. Follow steps 1-6 on the previous page to open the Restrict Formatting and Editing controls

2. Check “Allow only this type of editing in the document:” and set the pull down menu to Filling in forms.

Restrict Formatting and Ed v x
1. Formatting restrictions

[ ] Limit formatting to a selection of
styles

Settings...
. Editing restrictions

Allowe only this type of editing in the
document:

‘Filling in farms w

3. Start enforcement

Are you ready to apply these settings?
fou can turn thern off later)

@s, Start Enforcing PrDtect@

3. Click Yes, Start Enforcing Protection

4. Leave the password fields blank and click OK.
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READS Documents and Letters
(WisDOT Form Number Shown in Parens if Applicable)

Offer / Negotiations Log - Documents
Acquisition Survey
Administrative Revision (DT1592)
Agreement for Purchase and Sale of Real (DT1895)
Agreement for Purchase and Sale of Real Estate - Long Form (DT1618)
Alternate Offers To Purchase (DT1975)
Award of Damages by County Highway Committee (DT1545)
Award of Damages by State of Wisconsin (DT1584)
Award of Damages by Statute Number (DT1559)
Condominium Notice
Construction Permit Recommendation and Approval (DT1732)
Deed By Corporation (DT1546)
Discharge of Lis Pendens (DT1566)
Disposition of Real Estate Taxes (DT1616) - Pro Rata Taxes tab
Donation - Waiver of Appraisal Recommendation and Approval (DT1896)
File Closing Report
Highway Easement (DT1565)
Jurisdictional Offer (DT1786)
Negotiation Diary (DT2058)
Nominal Payment Parcel - Waiver of Appraisal (DT1897)
Notice of Lis Pendens (DT1547)
Offering Price Report and Submittal (DT1894)
Ownership Information Record
Partial Release of Mortgage - Mortgage Release tab
Permanent Limited Easement (DT1552)
Personal Representative Deed (DT1564)
Property Improvements/Remnant Report (DT1961)
Property Inventory/Disposition Report (DT1949)
Quit Claim Deed by Corporation (DT1548)
Quit Claim Deed State Grantor (DT1563)
Quit Claim Deed State Purchase (DT1562)
Real Estate Transactions Closing Statement (DT1617)
Relocation Survey
Satisfaction of Mortgage - Mortgage Release tab
Statement to Construction Engineer (DT1528)
Temporary Limited Easement (DT1577)
Temporary Right of Entry Easement (DT1561)
Trustee's Deed (DT1529)
Warranty Deed (DT1560)

MS Word versions of Real Estate Forms on WisDOT Extranet
https://trust.dot.state.wi.us/extntgtwy/dtid_real_estate/repm/forms/index.htm
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Offer / Negotiations Log - Letters
Administrative Revision Letter
Assessor Letter
Award of Damages Letter
Closing By Mail Letter
Condominium Association Letter
Conveyance/IRS/Closing Statement Letter
Initiation of Negotiations Letter - Appraisal
Initiation of Negotiations Letter - Waiver
Jurisdictional Offer Letter
Owner Reimbursement (Appraisal Services) Letter
Register Of Deeds (Lis Pendens and J.0.) Letter
Register of Deeds (Recording) Letter
Request Taxpayer ID (IRS W-9) Letter
Six Month Deed (Check) Letter
Six Month Deed Letter

Temporary Limited Easement Letter

Project Log

Documents
Nominal Payment Parcel Report (DT1889)
Project Cost Allocation (DT1532)
Real Estate Encumbrance (DT1597)
Relocation Order (DT1708)

Letters
Introduction Hardship Letter
Introduction Wetland Letter
Lease QuitClaim Deed Long Letter
Lease QuitClaim Deed Short Letter
Owner Introduction Letter
Representatives Letter

Senators Letter

Appraisal Log - Documents
Appraisal Objective Review
Appraisal Report
Appraisal Review (DT2128)

Misc
Letter Builder
Mailing Labels
Payment Request

Scanning Cover Sheet
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Relocation Log

Documents

Bill of Sale (DT2166)

Business Comparison Chart (DT1958)
Business Moving Expenses - Worksheet
Business Questionnaire (DT1970)

Certificate of Legal Residency Form

Determination of Supplemental Replacement of Business or Farm Payment
(DT1609)

Farm Comparison Chart (DT1972)
Farm Questionnaire (DT1971)

Individual Relocation Case Report

Inspection and Certification of Decent, Safe, Sanitary Replacement Housing
(DT1950)

Replacement Housing Payment Computation - Owner (DT1943)
Relocation Assistance Diary (DT1957)

Relocation Claim (DT1527) - Claim tab

Relocation Package Receipt

Relocation Payment Estimate - Business & Farm (DT1973)

Relocation Payments Summary - Business / Farm / Non-Profit (DT1679B)
Relocation Payments Summary - Residential (DT1679R)

Replacement Housing Payment Computation - Tenant (DT1948)
Residential Comparison Chart (DT1947)

Residential Questionnaire - Inventory of Individual Needs (DT1968)
Residential Survey Questionnaire (DT1969)

Restablishement Expenses - Worksheet

Searching Expenses Record (DT1960)

Self Move Agreement (DT2266)

Vacancy Notice (DT1783)

Letters

30 Day Notice to Vacate Letter

48 Hour Notice Letter

90 Day Occupancy (90 Day Notice of Occupancy) Letter
Disconnection of Utility Services Letter

DSS Replacement Inspection Letter

Financial Commitment - Owner Letter

Initiation of Negotiations - Business Owner Letter
Initiation of Negotiations - Business Tenant Letter
Initiation of Negotiations - Residential Owner Letter
Initiation of Negotiations - Residential Tenant Letter
Moving Cost Estimate Letter

Notice of Intent To Acquire Letter

Occupancy and Summary Letter

Rent Loss Letter & Agreement Letter
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Exercise 5 — READS L0g (10 minutes)

Use the project ID and parcel numbers provided by the instructor

1.

2.

Enter Training READS using your Training Logon and Password

Navigate to Parcel 4 of your project (Click Project > Project Details, Find your project and click the
icon in the Edit column next to your project, click the icon in the Open Parcel column next to parcel 4)

Click the Relocation button under the Parcel Central menu

RELOCATION

Relocation records are created from Participant screen by selecting Relocation as Yes for Participant Types Owner, Tenant, Sign Owner and
Vendee.

| UnitNumber |  Relocatee | Relocation Agent Relo Category | Actual Vacate Date | Cuit
1004 Desmond D Hume Residential

1014 Daniel Faraday Residential

Click the icon in the edit column next to the first relocatee

Click the Documents tab

Scroll down to the Residential Questionnaire — Inventory of Individual Needs (DT1968) document and click
the icon in the Generate column.

Subject Prop I Comparables I Repl nit ICum|_ ions IPyrnt" -yl Claims | Documents I Diary I Log |

Show: " an " Letters % Documents

Document Generate il K DrEm st -
Generated Created

Relocation Payments Summary - Residential (DT1679R) 5]

Replacement Housing Payment Computation - Owner (DT1943) k| ]

Residential Comparison Chart (DT1947) ) @

Residential Questionnaire - Inventory of Individual Needs (DT1968) @ 11/14:2010 ] 1]
Residential Survey Questionnaire (DT1969) 6 ]

Vacancy Notice (DT1783) & =] r
L4 >

READS will generate the document, save a copy in the Log and send the document to MS Word to open.

Word will prompt you to Open, Save or Cancel. Click Open

Inspect the document to verify that it is correct.

10. Print the document on your local printer and retrieve the hardcopy.

Ex5-1
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11. Now click the Diary tab and then click the Entry Diary Item button

| r  H
— &
r r
e -
I II— I I lli = I I lli =
spell Checker - I save > cancel
Date [11422010 _ﬁ
Type

S

ub-Type | pelocation (Relocation)

~

Subject |Spuke with Mr. Hume on the phone today

next week.

Updated On

Description |Had first contact with Mr Hume today. Scheduled fac-to-face meeting for

Entered By |I]rew Kottke

12. Make a diary entry and click Save

13. Now click the Parcel Log button under the Parcel Central Menu

14. Notice that the Appraisal Log entries and the Relocation Diary entry appear in the Parcel Log.

15. Use the Category filter to see just the Relocation Log entries.

Use the following to filter the Log:

Date

16. Set the Category filter back to show all Parcel Log entries by selecting the blank at the top of the list.

Uze the
Date

Category

= A W
W“ ek

Type
v

Subject
Spoke with Mr. Hur

11442010  Relocation Diary

following to filter the Log:
Category
hd Relocation

= L

“
Relocation

11142010 Relocation Diary

phone today

Type
v

o “

Spoke with Mr. Hume on tl
phone today
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Attaching Documents to a READS Log

It is easy to attach documents to a READS log. MS Office documents, images or scanned documents may
be added to any Log using the Attachment Document button.

Note: Scanning should be the last resort when there is no easy way to get an electronic original copy.
Use the following to filter the Log:

4% Add Comment (] Attach Document i Send EMail
Date Category Type Sub-Type

= | W ~ L ¥ - 473 Generate Coversheet

When the Attach Document button is clicked, the Document Info screen appears. Select (or enter a new)
Document Type, enter a Subject, Browse to the document on your file system and click Save.

DOCUNMENT INFO i save X cancel
Docurnent ‘ Browse...
Preparation Date (11142010 ﬁ Document Type v m
Subject |
Description
Prepared By | Updated On |
Sub-Type w Updated By |

Barcode Scanning to the READS Log

Many documents that originate in READS, can be scanned and automatically return to the same READS Log
via a barcode. Deeds and other documents that are signed or filled in outside of the system, typically have a
barcode on the face of the document. The barcode identifies the document and the Log that it originated from.

READS barcode scanning works from these WisDOT devices only

Madison -Wright St. MAD31-044 LANIER LD550c
Waukesha WKE31-213 LANIER LD533C
Waukesha WKE31-201 LDO50
Green Bay GRE31-024 LANIER LD150
Wis Rapids WI1531-802 LANIER LD430C

La Crosse LAX31-011 LANIER LD430C
Eau Claire EAU31-114 LANIER LD430C
Rhinelander RHI31-003 LAMNIER LD430C
Superior SUP31-045 LANIER LD245
Hill Farms MADO4-060 LANIER LD430C
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Scan barcoded documents to the READS Logs

1. Get out the parcel 2 Warranty Deed you printed in exercise 4 and the parcel 4 Residential Questionnaire
that you generated in this exercise.

2. Write your name on each document so you will recognize them as different from the originals created by
the READS system.

3. Put one document on top of the other to create a packet for scanning. It does not matter which one is on
top.

4. Go to the appropriate device at your READS training location (it appears on the previous page) and follow
the instructions below

Load barcoded documents in the feeder

1. Press READS Log button

A L e |
(may say “Other Function”) 2= = - = H=
Ly L -
| . 000 & o
wait e READSLog | 2 090...
Crecomsr | eog Fs ‘*.‘:‘w
2. Press READS Log button | =1 mﬂ =
on touch screen Ll | =
_HEADSch 1 @ @f @
l_ O Cume » 3
3. Press green Start button | — e
e R

4, Press Copy button when daone

Return to the READS system and find the scanned documents

1. Browse to the Parcel Log for parcel 2 and look for the Warranty Deed. Open the document and verify that
it is the document just scanned.

2. Browse to the Parcel Log for parcel 4 and look for the Residential Questionnaire. Open the document and
verify that it is the document just scanned.

NOTES about READS barcode scanning

A coversheet may be generated for scanning any document that does not have a READS barcode on the first
page. This functions similarly to a fax coversheet. From the READS Log, click the Generate Coversheet.

Only the 1 page of a multi-page document needs a barcode. All subsequent pages are included as part of a
single document until one of the following 2 things happens. 1) the last page of the scanning job is reached. In this
case all scanned pages are included in a single document; or 2) another valid READS barcode is encountered. In
this case a completely new document is started at the second barcode. This repeats until the last page of the job is
reached.

Multiple documents may be scanned at once as long as each document begins with a READS barcode.
Be mindful of printing/scanning 1-sided documents vs. 2-sided documents.

Ex5-4
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Creating a Payment Request

Before you create a payment request, check the “Payment Request Checklist” to make sure you haven’t skipped any
approval steps in READS and to make sure all relevant supporting documents have been scanned into the Parcel Log
(or Relocation Log or Project Log, as appropriate) in READS. The “Payment Request Checklist” can be accessed from
the RE Forms and Docs list on the Real Estate home page.

10.

11.

12.

13.

Go to your parcel in READS. Click Payment Request.

Click “Create Payment Request” (upper right area of your screen). READS automatically fills in today’s date,
the order number and your name.

Choose the payment type from the drop-down menu. READS fills in the class code and the invoice number.
For Relocation and Additional Parcel Cost payment types a “List of Pending Costs” appears on the right side
of the screen.

If your payment request is a rush payment, click the “Rush Payment” box.

Choose the payee(s) from the drop-down menus in the “Payable To” field. If you need to add the name of a
payee who is not a participant, click the “add new” symbol located next to the payee drop-down menu, then
type the payee name into that field.

Type the dollar amount into the “Check Amount” field. For Relocation and Additional Parcel Costs payment
types, choose the appropriate amount from the “List of Pending Costs.” (The pending costs should have been
entered prior to creating the payment request.)

In the “Check Handling” field choose an option from the drop-down. This tells central office where to send
the check. If you choose “other,” another list with more options will appear.

If the check is to be mailed to a region office or consultant, nothing needs to be entered in the “Please
Specify Mailing Address Below” field. All other addresses must be specified in this field.

Use the “Comments” box to explain things such as: (a) why taxes aren’t prorated if your acquisition payment
is >5$10,000; (b) why a mortgagee or lien holder isn’t named on the check if your acquisition payment is
>$10,000; (c) any other unusual circumstance(s) affecting payment.

Click “Save” near the top of the screen.

Click “Generate Payment Request.” Open the document and you can view it in Word to check it over for any
mistakes. If you need to change something, close the document, click “Edit” in the payment request screen,
make your changes, then save and generate again.

At this point you’re ready to either submit your payment request to central office or forward your payment
request to the appropriate approver by following the e-authorization process.

Once you’ve received notification that the approver has e-authorized your payment request, you can then
submit the payment request to central office.
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Tips to Speedup Payment Request Turnaround Time

If the plat page for your parcel is not accessible from READS, scan that page(s) into the Parcel Log.
On the Participants screen, be sure mortgagee and lien holder information is current.

Check the conveyance: Is the Grantor name(s) correct? Are other persons having an interest in the property
correctly listed? Has the conveyance been signed and notarized?

Check the Appraisal and Offer/Negotiations screens. Be sure all appraisals and offers have been approved.
Check the Relocation Claims screens (if applicable). Be sure all claims have been approved appropriately.

Check the Parcel Log. Be sure all supporting documentation is in the Log. This includes conveyances,
purchase agreements, nominal-waiver forms, partial releases of mortgage, admin revisions, disposition of
R/E taxes, closing statements and invoices for owner appraisal fees and incidental payments.

Check the Relocation Log (if applicable). Be sure all supporting documentation has been scanned into the
Log. This includes the relocation claim form signed by the property owner, any pertinent receipts, approved
RHP calculations, DSS inspections, business moving estimates, rent loss letters/agreements, and any other
documentation affecting payment.

Delete unnecessary duplicate copies of documents in your Parcel Logs, Relocation Logs, and Project Logs.

Checking the Status of a Payment Request

1.

Go to your parcel in READS. Click Payment Request.
Find the payment request and the box in the Status column.

If the box says “submitted,” your payment request has been submitted to central office and will be
processed as soon as possible.

If the box says “audit,” that means central office has opened your payment request and is processing it. It
remains in “audit” status until the check is cut and mailed. It will also remain in “audit” status if central office
has requested, and is waiting for, additional documentation or information in order to continue processing
your payment request.

If that box below the Status column is blank, that means your payment request has not yet been submitted

to central office. If you’re thinking it should have been submitted, retrace your steps: Is it still waiting to be e-
authorized? If it’s already been e-authorized, did you forget to submit it?
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Exercise 6 — Payment Request & E-Authorization

Use the project ID and parcel numbers provided by the instructor

1. Enter Training READS using your Training Logon and Password
2. Navigate to Parcel 4 of your project in Parcel Central (Click Project > Project Details, Find your project
and click the icon in the Edit column next to your project, click the Open Parcel icon for parcel 4)
3. Click the Payment Request button. It is at the very bottom of the Parcel Central Menu, you will have to
scroll down to see it.
4. Click the Create Payment Request button
Payee | Class Code Payment Type | v | £ Refresh
|_oste | Payment type | Ciass Code | ___Payee | _Status _| Chook fandling | Chiccut | checicr | Amount | | |
0.00 O X
5. Select the Payment Type Acquisition. Class Code 5550 fills in.
dswe X oance
Date 11/22/2010 E Submitted to CO
Payment Type |ncquisilinn v Check Cut
Class Code I~ Rush Payment Check No |
Order Number | Submitted By [Drevs Kottke
Payable To | Desmond D Hume (Owner) v | Invoice Number  |GRE 441
nd ] | v 3
|n.nd v | | v |-|:"a
|And v | | v |-|:"a
Status |
Check Amount 15,000.00
Mailing Address
| Desmond D Hume - 944 Vanderperren Way, Green Bay, W1 54304 v | &
Comments
|laxes will not be prorated
6. Set Payable To the owner
7. Enter the Check Amount
8. Select a Check Handling option and Mailing address
9. In the Comments section,
e If there are Participants not named on the check, explain why.
o [f taxes will not be prorated, make a note.
e If an award, note date of JO expiration.
10. Click Save

We have entered the payment information into the system. Now we will create the payment request document.
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1. Click Generate Payment Request

Payment Request Information

Date

Payrnent Type
Class Code
Order Number

Payable To

Status

Check Amount

Check Handling

Mailing Address

Comments

11222010 [ 5]

|acquisition
5550 ™ Rush Payment

|
15,000.00

axes will not be prorated

@rme Payment @ @ View Payment Request

READS generates the document, saves a copy in the Log and sends the document to MS Word.

Word will prompt you to Open, Save or Cancel. Click Open

Close the Payment Request Document.
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4 Back & Edit

Submitted to CO
Check Cut
Check No
Submitted By

Invoice Number

—
——

[Drews Kottke

|GRE 441

— Submit Payment Request to CO

Examine the Payment Request. Notice the checklist for this specific parcel type on page 2
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E-Authorization

Sometimes payment requests must be signed by a Supervisor prior to submittal. This part of the exercise will
walk you through the process of doing that electronically in READS. If supervisor approval is needed on a

payment Request, you must do this prior to submitting the Payment Request to Central Office for processing.

There are several documents that can be e-authorized in READs.To e-authorize a document, go to the log

where the document exists. In this case, the parcel log for parcel 4. Documents that may be e-authorized will

have a blue right-arrow symbol next to them in the e-Auth column.

Request E-Authorization

1.

Click the e-Auth icon next to the Payment Request

Region North East ProjectID | gpoo-03-21 v | Project Name I~ Show Closed Projects 4= Prev,
Office/LPA | Green Bay v | Parcello |4 v | | New READS Training Project v = Hext
Use the following to filter the Log: 4% Add Comment @ Attach Document =l Send EMail
Date Category Type Sub-Type
[l Parcel Information . | - 4" Generate Covershest
.Acquiaiﬁon Team Attach to Date Category Type Subject Sub Type |Open|Upload|Edit|Delete|Modified e- ”~
Email Date Auth.
[l Participants Real Estate Payment 01/10/201
. 01/10/2011  Parcel Document Request (DT1830) @ o X 12:20:33
Interests i .
I 12102/2010  Parcel Document subjectsubjectsubject @ & X :3’23"3210

2. Set Forward To the Approver (in training set to Drew Kottke)

3. Enter an Email Subject and an Email Msg

4. Click Save

Submitting Document for Electronic Signature/Authorization > Cancel

CCs (only staff with an em¥ addrgs on file are

shown)

Forwarded By |prew Kottke

Date Forwarded l': :ldrier:ne L Tliedt -

an Rommel
Le 0 [~ Alane Stephens

[~ Alice Meurer

Forward To Drew Kottke w ¥ Allen Holmstrom
) i [ Amy S Kotek
Email Subject |Please Approve Pay Req ) [ Andy M Devos

. [ Anita LaCoursiere
Email Msg This is a Pay Req for Desmond Hume property ™ Ann P Giese
acquisition [~ Anna Davey
[ Ashley A Reikowski
[ Bobbie Keck
| Brett P Vreeke
[ Bruce Enke

The E-authorizer receives an email message and a Tickler in READS

- - BEM WisDOT Please Approve Pa
ks )
Mamzags Developar Acid-Ins
L i | B sate Lists - ? B, R find
- it —Q - 2y Related -
Haply Reply Forward | Delets Cat —gr ize Follow Marcas &

Up= Unread | L3 Select -

to Al

R

Frane Drew. Kottke @ dot.wi gov

To: Kolthe, Drew - DOT

o Holmstrom, Allen - DOT

Subject: DEM WisDOT Please Approve Pay Req

This is a Pay Req for Desmond Hume property acquisition
Flease go to READS, the my ticklers page, to electronically sign/authorize.
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Perform E-Authorization
Note: This will not be possible for you to perform at the training site. The instructor will demonstrate the process.

1. Click My Ticklers to see notifications and documents waiting for your e-Authorization.
7~ N

Project Parcel Reports My Parcels My Ticklers Proj erty Mgmt Setup E-Submit Acq Comps E-Help E-Manual

Tickler Log for: MSW 5 Find
Date: = w Status: o
=
‘ 01/11/2011  This is a Pay Req for Desmond Hume property acquisition Open
30/11/2010  Did this get sent? Open
12/02/2010  please hurry Closed
11/30/2010 Open
11130/2010 Open
11/30/2010 approve and let me know Closed
TP PP —— PR "

P

2. Click the Open Link icon next to the document to e-authorize.
3. READS opens the approval screen and the document itself. Click Open
4. Examine the document. When done, close the document.

5. On the approval screen, select Approved (or Rejected).

6. Enter an Email Msg for the originator. (To quit without approving or rejecting, close the dialog by click the
red X in the upper right corner.)

£ https://acceptance.dot.state.wi.us/reads/aform.aspx?form i4-2Fms... [ [O]X]

Electronic Signature/Authorization =l save

Auth. Level o Sent By |Drew Kottke Date Rec'd |g4/11/2011

Send To Originator |Drew Kottke

AuthggiaePETS0N Drew Kottke
ApprovelReject | Approved -
EM T Serisi i

prove

CCs [only staff with an email address on file are shown)

| Adrienne L Tiedt -
[~ Alan Rommel —
[~ Alane Stephens —
[~ Alice Meurer -
[ Allen Holmstrom

Email Msg |approved pay req for Desmond Hume property|

7. Click Save

8. READS will ask you to confirm that the document is closed and that you want to proceed. Click Yes.

VBScript: Confirm

j) Please close the document to be e-authorized before electronically authorizing the document. Are you sure you want to proceed with authorization?

Yes No ‘
e

READS will apply your signature to the document and overwrites the unsigned copy in the log. READS sends
an email notification back to the originator.

9. READS opens the document for you to view again. Click Open.

10. Verify that your signature was applied correctly and close the payment request document.

Ex6-4
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Submit a Payment Request for Processing

Back on the Payment Request screen, click Submit Payment Request to CO and click OK at the pop up.

Windows Internet Explorer @
3/ Are you sure you want to Submit the following Payment Request to CO?
status Project ID: 0000-03-21
Check Amount [~ | Parcel No: 4
) Class Code: 5550
Check Handiing Payment Type: Acquisition
Mailing Address
0K Cancel

Comments

%Y Generate Payment Request @ View Payment Request —d Submit Payment Request to CO

Payment Request Status

Check the status of a Payment Request by going to the Payment Request screen and looking at the Status

column.

E-Manual

Region Morth East Project 1D | poog-03-21 + | Project Name I~ Show Closed Projects = Prev. Par

OfficelLPA parcel No |4 | [New READS Training Project v =p lext Parce
PAYMENT REQUEST INFORMATION % Create Payment Request

[l Participants .
— | Payee Class Code -v Payment Type P £ Refresh
[l interests - P | -
m Payment Type | Class Code Status | Check Handling | Chk Cut | Check# m..
Wl vaiver of Appraisal 11/22/2010  Acquisition 5550 Desmond DHume [ Audit broperty Owner 15,000.00 [ X
-Appraisal 0110/2011  Acquisition 5550 Daniel Faraday And Submitted JRegion Office 1.00 rﬁ X

Daniel B Saf ko
DOT Appraisals nie| ransky

Usually the Payment Request Status will be Submitted, Audit or Check Issued.

Once the Finance Unit begins the Audit process, the status is changed to Audit and the Payment Request
may not be modified or deleted except by the Finance Unit. Once a Check is issued the status changes to

Check Issued.
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WisDOT Real Estate Delegation Table

Updated 06/01/11

Note: Delegation authorization is not extended to consultants or consultant project managers.

Activity Lowest Delegation Level
(except where noted)

Region RE | RE Supv | Hill Farms
Specialist

Appraisal review/offering prices & new offering prices due to change in
acquisition size/effect on remainder

e Nominal Payment Parcel Report (waiver of appraisals of < $10,000 with Designated

no land severance or damages to improvements) Reviewer
e  Short Format and Abbreviated Standard Appraisals < $10,000 with no Designated
damages to improvements and land severance < $5000 Reviewer only
o  Complex appraisals and offering prices that do not meet above criteria BTS Review
Appraiser
= Alternate Offers
-% e Where offering price + alternate offer does not exceed $10,000 Designated
5_ Reviewer only
2— e Where offering price + alternate offer exceeds $10,000 BTS Review
Appraiser
Project Data Book (exception: region reviewer can approve where all BTS Review
appraisals were delegated to region reviewer Appraiser
Approval of owner appraisal payments (for reasonableness of fee and %
within time requirements)
Review of non-complex, surplus land appraisals < $10,000 (except on land Designated
sales with federal funding) Reviewer only
Review of complex surplus land appraisals and those over $10,000 BTS Review
Appraiser
Relocation Orders (original and revised)
Early acquisition approvals (no federal $$’s allowed in acquisitions %
defined under process in REPM 3.2.2)
Advanced hardship and protective purchase requests BTS
Acquisition
Facilitator
= Issuance of Jurisdictional Offer prior to 60 days BTS
=] Acquisition
%z Facilitator
S —
g Jurisdictional Offers and Award of Damages
< Administrative Revisions with additional monies of $250,000 or less

Administrative Revisions with additional monies over $250,000

Additional parcel payments
Purchase Agreement

Litigation |Legal settlements (state and local projects with federal or state $$ in R/W)

BTS Real
Estate
X Manager
concurrence
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Region RE | RE Supv | Hill Farms

Specialist
Acquisition Stage Relocation Plans BTS
Relocation
Facilitator
All farm, business relocations and mixed use computations and claims BTS
Relocation
Facilitator
Residential relocation computations (including consultant projects and
LPA)
c Residential relocation claims (=/< approved computation) Regional
2 Relocation
=) T
g Specialist **
% Residential relocation claims (> approved computation)
o Fencing claims
Realignment of personal property — same site (moving expense findings not
to exceed $2500)
Realignment of personal property — off site
Relocation
Facilitator
Outdoor advertising sign relocations BTS
Relocation
Facilitator
QCD execution of surplus land sales < $3000
E Sale of property valued at < $3000 (not including mutual benefit sales with
o values exceeding $3000)
ale of property value 0 $14, not including mutual benefit sales
2 [Saleof ty valued $3000 to $14,999 (not including mutual benefit sal
5‘ with values of less than $15,000)
o

Sale of property value > $15,000
Signing of leases

Consultant services contracts (for projects with federal or state $$ in R/W) LPA
Coordinator

Acquisition Capabilities Statements
e  Projects with federal or state $$ in R/W

Acquisition
Facilitator

e  Project without federal or state $$ in R/W LPA
Coordinator

Nominal Payment Parcel Report (waiver of appraisals of < $10,000 with no |  Designated
LPA  |and severance or damages to improvements) Reviewer

Review of appraisals on projects with federal or state dollars in R/W

e  Short Format and Abbreviated Standard Appraisals < $10,000 with no Designated
damages to improvements and land severance < $5000 Reviewer

e  Complex appraisals and offering prices that do not meet above criteria BTS Review
Appraiser

Administrative Revisions (projects with federal or state $$ in R/W -- DOT
approval needed to assure federal/state participation)

** Delegation to regional Relocation Specialist at discretion of Real Estate Supervisor

83



Relocation



Relocation Log

Documents

Business Comparison Chart (DT1958)
Business Moving Expenses - Worksheet
Business Questionnaire (DT1970)

Certificate of Legal Residency Form
Determination of Supplemental Replacement of Business or Farm Payment
(DT1609)

Farm Comparison Chart (DT1972)
Farm Questionnaire (DT1971)

Individual Relocation Case Report
Inspection and Certification of Decent, Safe, Sanitary Replacement Housing
(DT1950)

Replacement Housing Payment Computation - Owner (DT1943)
Relocation Assistance Diary (DT1957)

Relocation Claim (DT1527) - Claim tab

Relocation Package Receipt

Relocation Payment Estimate - Business & Farm (DT1973)
Relocation Payment Estimate - Business & Farm (DT1679B)
Relocation Payments Summary - Residential (DT1679R)
Replacement Housing Payment Computation - Tenant (DT1948)
Residential Comparison Chart (DT1947)

Residential Questionnaire - Inventory of Individual Needs (DT1968)
Residential Survey Questionnaire (DT1969)

Restablishement Expenses - Worksheet

Searching Expenses Record (DT1960)

Self Move Agreement (DT2266)

Vacancy Notice (DT1783)

Letters

48 Hour Notice Letter

90 Day Occupancy (90 Day Notice of Occupancy) Letter
Disconnection of Utility Services Letter

DSS Replacement Inspection Letter

Financial Commitment - Owner Letter

Initiation of Negotiations - Business Owner Letter
Initiation of Negotiations - Business Tenant Letter
Initiation of Negotiations - Residential Owner Letter
Initiation of Negotiations - Residential Tenant Letter
Moving Cost Estimate Letter

Notice of Intent To Acquire Letter

Occupancy and Summary Letter Rent

Loss Letter & Agreement Letter

MS Word versions of Real Estate Forms on WisDOT Extranet

business only
business only

business only

business only

business only

business only

residential only

residential only

business only
business only
residential only
residential only
residential only
residential only
residential only
business only
business only

business only

residential only

business only
business only
residential only

residential only

https://trust.dot.state.wi.us/extntgtwy/dtid_real_estate/repm/forms/index.htm
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Adding Relocatees

Example 1: One Parcel with Residential and Business Owner - Participants Screen Setup

PARTICIPANTS

4+ Add New +3 Copy Existing

Pariicipant Name Participant Type et Ao @

Raylen B Givens and Winona A Givens Owner 1,250,000.00 [F
Raylen and Winona Givens d/b/a Northern  Owner Yes Z X
Ginseng Farms

Participant 4 Back & Edit

& Individual (" Legal Entity

Full Name [Raylen IB_ |Givens Refocaton esing -
SpouseName  [Winona [A [Givens Relo:Unt#: [
Participant Type | Qwner .| ReloCategory Residential
[~ POBox [~ Copy Property Address [~ Address International Property Address: [~ Copy Mailing #

Mailing Address:

[1721 1sland Court

[17211sland Court

City/State/Zip [GreenBay  w - | [6a303 [Green Bay wi - |[s4303
Business Phone I Extl Fax I
Cell Phone I—
Home Phone I—
E-Mail I 4 Send Email
1099 Amount [ 125000000
SSNIFEIN [secsccccaes ™ Refused -
dove Xomen
" Individual (& Legal Entity [ Corporation
Business Name  |[Raylen and Winona Givens d/bla Northern Ginseng " Relocation Yes %

Participant Type

Farms

Owner

Relo. Unit # 2

Relo Category  Buginess

[~ POBox
Mailing Address:

City/State/Zip

Business Phone

[~ Copy Property Address [~ Address International

Property Address:

[~ Copy Mailing

|1721 Island Court

[ w

M I

|Green Bay

|[920} §55-1212 Extl

Fax I
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Example 1: One Parcel with Residential and Business Owner - Relocation Screen Setup

RELOCATION

Relocation records are created from Participant screen by selecting Relocation as Yes for Participant Types Owner, Tenant, Sign Owner and
Vendee.

Raylen B Givens and Winona A Givens  Dawn Van Oudenhoven Residential 01/01/2012 A
(WisDOT)

2 Raylen and Winona Givens d/bla Dawn Van Oudenhoven Business 01/01/2012 #
Northern Ginseng Farms (WisDOT)

Relocatee

IRaern B Givens and Winona A Givens

Relocation Agent |Dawn Van Oudenhoven

Eligibility Determination

- Nego. Started on Parcel |p7/26/2011

DOA Brochure Sent

90 Day Notice to Vacate

08/03/2011 ﬁ
08/03/2011 ﬁ

Relo Category Residential 30 Day Notice to Vacate lmﬁ

Unit Number |1 Relo Pkg Delivered ﬁ Move Inspection Date Wﬁ

Unit Type Single Family ~ || | Initial Occupancy Date IWE Actual Vacate Date lmﬁ

Property Acq. IW Occupancy Period IZ‘I;I'T Residency Cert Signed liﬁ

Owner/Tenant |0wner Intent to Acquire Sent Iiﬁ Case Report Prepared I—ﬁ

SubjectProp | Comparabl [ Repl | Computations | Pymt Summary | Claims | Documents | Diary | Log
L}J View All Claim Types 473 Add New

Recvd from Approved Generate

1 Raylen B Givens and
Winona A Givens

2 Raylen B Givens and
Winona A Givens

12/19/2011 Norman H Pawelczyk 12/20/2011
01/12/2012 Norman H Pawelczyk  01/24/2012
A Back & Edit

Relocatee

|Raylen and Winona Givens d/b/a Northern Ginseng Farms

Relocation Agent |Dawn Van Qudenhoven

Eligibility Determination

- Nego. Started on Parcel |g97/26/2011

4,950.00

21,850.00

~4 Notify CO Re Case Rpt

DOA Brochure Sent

90 Day Notice to Vacate

J

) # X

2 Lease

|osmaizo11 ﬁ
0810312011 ﬁ

Relo Category Business 30 Day Notice to Vacate  (09/16/2011 ﬁ

Unit Number [2 Relo Pkg Delivered [osr0312011 ]| MovelinspectionDate  [01/02/2012 =

Unit Type ~| || Initial Occupancy Date  [o1/011990 | ]| Actual Vacate Date ototzotz ]

Property Aca.  [09/16/2011 Occupancy Period [21years Residency CertSigned [ ]

Owner/Tenant  |Owner Intent to Acquire Sent Iiﬁ Case Report Prepared l—ﬁ

SubjectProp | Comparabl | Repl | Computations | Pymt Summary | Claims | Documents | Diary | Log
L,i-JView All Claim Types 43 Add New

Recvd from Approved Generate

2 Raylen and Winona Givens 12/19/2011

dib/a Northern Ginseng
Farms

Ward Anderson 1212912011

87

8,686.00



Example 2: One Parcel with a Business Owner and Two Tenants - Participants Screen Setup

PARTICIPANTS

Participant Name Participant Type Jpseianojut @

Crowder Brothers LLP

Owner
Trucks R Us Tenant
Bennett LP Tenant
Participant
" Individual @ LegalEntity [ Corporation

Business Name Crowder Brothers LLP

Participant Type Owner

[+ POBox
Mailing Address:

[~ Copy Property Address

+5 Add New +% Copy Existing

756,920.00 [f
Yes #A
Yes #
4 Back 7 edit
Relocation Yes -
Relo. Unit#

R

Relo Category | Business

Property Address: |

|P0 Box 2188

|2050 Shawano Ave

Participant

4 Back A Edit
" Individual = Legal Entity [ Corporation
Business Name Trucks R Us Relocation Yes -
Relo. Unit # |17
Participant Type Tenant Relo Category | Business
[~ POBox [~ Copy Property Address [~ Address International Property Address:
Mailing Address: 2050 Shawano Ave 2050 Shawano Ave
Participant «4 Back 7 Edit
" Individual ¥ lLegal Entity [ Corporation
Business Name Bennett LP Relocation Yes -
Relo. Unit # |27
Participant Type Tenant Relo Category | Business
[~ POBox [~ Copy Property Address [~ Address International Property Address:
Mailing Address: 2050 Shawano Ave 2050 Shawano Ave
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Example 2: One Parcel with a Business Owner and Two Tenants - Relocation Screen Setup

RELOCATION

Relocation records are created from Participant screen by selecting Relocation as Yes for Participant Types Owner, Tenant, Sign Owner and

Vendee.

Trucks RUs
2 Bennett LP
3 Crowder Brothers LLP

Relocatee ITmcks RUs

Relocation Agent IKathy Rudolph

Relo Category Business
Unit Number |1

Unit Type

Property Acq. Im
Owner/Tenant |Tenant

Kathy Rudolph (Timbers-

Business

&

Selissen Land Specialists, Inc.)

Kathy Rudolph (Timbers-

L%

Business

S

Selissen Land Specialists, Inc.)

Kathy Rudolph (Timbers-

Y

Business

<

Selissen Land Specialists, Inc.)

Relocatee IBennetl LP
Relocation Agent IKathY Rudolph

Relo Category Business
Unit Number |2
Unit Type

Property Acq. |12116.~‘2{H}9
Owner/Tenant ITenant
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Relocatee ICrowder Brothers LLP

Relocation Agent IKathy Rudolph

Relo Category Business
Unit Number |3

Unit Type

Property Acq. W
Owner/Tenant Iowner




Example 3: One Owner (No relocation benefits) with Business Tenant, Sign Tenant and contacts

Participants Screen Setup

PARTICIPANTS

+3 Add New

Art's Building Products, Inc. (a Delaware Owner Mike Smith
Corp)
Duffy Distributing Tenant Robert Engen Yes
Next Media Outdoor Tenant Yes
Mike Smith Contact No
Robert Engen Contact No
Participant 4 Back O Edit
" Individua (¥ Legal Entity [~ Corporation
Business Name  [Art's Building Products, Inc. (a Delaware Corp) Relncakion No ~
Participant Type owner v
[~ POBox [~ Copy Property Address [~ Address International Property Address: [~ Col
Mailing Address: |555 Maryville Centre Drive |2059 Shawano Ave
Participant 4 Back ] Edit
¢ Individual (¥ LegalEntity [ Corporation
Business Name Duffy Distributing ~ Relocation Yes bl
¥y Relo. Unit # 1
Participant Type | Tenant Relo Category | Business
[ POBox [~ Copy Property Address [~ Address International Property Address:
Mailing Address: 2059 Shawano Avenue |2059 shawano Ave
Participant o Back I Edit
€ Individual (% LegalEntity [/ Corporation
Business Name  |Next Media Outdoor Relocation Yes ~
Relo. Unit #

—

Participant Type | Tenant Relo Category | sign
[~ POBox [~ Copy Property Address [~ Address International Property Address:
Mailing Address: 52059 Shawano Ave |2059 Shawano Ave
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Example 3: Contacts Setup

Participant

4 Back

1 Edit

Link to Participant

|_ ‘ [ ;mith

& Individua &
Full Name [Mike

Spouse Name ‘

Participant Type Contact

[

Tile/Contact Role }Real Estate Advisory Services, Inc

[~ POBox

[~ Art's Building Products, Inc. (a Delaware Corp)
(Owner)

— Duffy Distributing (Tenant)
[~ Next Media Outdoor (Tenant)

[ Address International

Mailing Address:

7746 Forsyth Boulevard

Participant

4 Back

f Edit

Link to Participant

L ,— -

@& Individu: @
Full Name |Robert

Spouse Name |

Participant Type Contact

[

Title/Contact Role ]Branch Manager

Example 3: One Owner (No relocation benefits) with Business Tenant and Sign Tenant - Relocation Screen Setup

RELOCATION

Relocation records are created from Participant screen by selecting Relocation as Yes for Participant Types Owner, Tenant, Sign Owner and

Vendee.

[~ Art's Building Products, Inc. (a Delaware Corp)
{Owner)

2 Duffy Distributing (Tenant)
[~ Next Media Qutdoor (Tenant)

Duffy Distributing Kathy Rudolph (Timbers- Business

Selissen Land Specialists, Inc.)

2 Next Media Outdoor Kathy Rudolph (Timbers- Sign
Selissen Land Specialists, Inc.)

Relocatee |Duffy Distributing

Relocation Agent |Kathy Rudolph Eligibility Determination

Relo Category Business ~ | |Nego. Started on Parcel |0g/10/2007

Unit Number |1 Relo Pkg Delivered ] _ﬁ

Unit Type = Initial Occupancy Date ]

Property Acq. 11/07/2007 Occupancy Period

Owner/Tenant |Tenant Intent to Acquire Sent

Relocatee [Next Media Outdoor

Relocation Agent iKathy Rudolph Eligibility Determination 90 Day Notice to Vacate

Relo Category Sign

- Nego. Started on Parcel |ggj10/2007

Unit Number iz
Unit Type
Property Acq. ]1 1/07/2007

- Sign # J

Sign Pkg Delivered

[ &

OASIS # 12970

Sign Type | Relo Sign

'
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Relocation Assignments

Make sure the correct assighments are made on each parcel where there is relocation.

ACQUISITION TEAM +3 New Assignment

Show " Region Roles " Statewide Roles fa  All

Please click on the underlined role to make an assignment or to view details about the assigned team member

: icor
| Relocation Specialist Kathy Rudolph [Tlmbers-SeIisan'l Land Specialists, Inc.)

Review Appraiser, Region James L Spice
Review Appraiser, Statewide

Sign Coordinator
Statewide Acquisition Coordinator

Statewide Acquisition Manager

Statewide Appraisal Manager Tanace Matthiesen
Statewide Appraiser|

Statewide Appraiser Il

Statewide Director/Administrator

Statewide Financial Specialist|

Statewide Financial Specialist Il
Statewide LPA Coordinator
Statewide Litigation Coordinator
Statewide Project Manager

Statewide READ S System Admin
l Statewide Relocation Coordinator Kassandra Walbrun

Statewide Sign Coordinator

Assignments may be made at the project level for many parcels at once.

IMPORTANT: Do not simply assign an appraiser or a relocation specialist to all parcels on a project. You must
specifically designate only the parcels where an appraisal or relocation is required.

I save > Cancel

Role: Applied in Parcels Only Where Blank v
Statewide Relocation Coordinator ~

¢~ All Parcels r 1
Individual Type s Selection of Parcels r 2
(s Internal Staff of this Role Type ~ Range of Parcels [« 4
(~ External Consultant of this Role Type [ 7
¢~ All Internal Staff 8
¢~ All External Consultant 9
Kassandra Walbrun -

[ SelectAll
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Wisconsin Department of Transportation

Certification of Legal Residency in the United States

In accordance with the federal Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 and all
subsequent amendments, persons seeking relocation payments or relocation advisory assistance shall certify that he/she
and/or other members of the household are citizens, nationals or aliens who are lawfully present in the United States.
This certificate shall remain in the Wisconsin Department of Transportation’s relocation file and serves as a basis for

payment of relocation claims.

Residential Displacements

Individual: ]
L]
Family: ]

| certify that | am a citizen of the United States.

(or)

| certify that | am an alien lawfully present in the United States

(or)
| certify that there are persons in my household that are citizens of the United
States and are aliens lawfully present in the United States.

This signature constitutes certification.

Signed by Head of Household Date

Non-Residential Displacements

Sole Proprietorship: ]
L]
L]
Partnership: ]

Corporations: ]

| certify that | am a citizen of the United States
(or)

| am an alien lawfully present in the United States
(or)

| am a non-U.S. citizen not present in the United States

| certify that there are partners in the partnership and are citizens of the
United States, are aliens lawfully present in the United States, and are non-
U.S. citizens not present in the United States.

| certify that is established pursuant
to Wisconsin state laws and is authorized to conduct business in the U.S.

This signature constitutes certification.

Signed by Business Owner/Partner Date

Note: The Wisconsin Department of Transportation or its agents may request documentation or other credible evidence
in addition to this certificate. In addition, inquiries to the Immigration and Naturalization Services (INS) may take place.

QJl&54820
WisDOT 01/31/13

Project ID Unit No. Parcel No.
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Relocation Assistance Package Receipt Wisconsin Department of Transportation
Unnumbered  05/2012

Name Address

This document is a receipt to confirm the WisDOT forms that have been delivered to you on this date.

Relocation Payment - To be eligible for the following relocation payments, you must:

Residential Housing Replacement Payment

¢ Relocate your residence no later than one year after the later of: (1) date you received payment from
WisDOT,; or, (2) date you moved from acquired property.

o File a claim within two years from the later of: (1) date you received payment from WisDOT; or, (2) date
you moved from acquired property.

Business Replacement Payment

¢ Own or occupy a business/farm/non-profit conducted on the property acquired or affected by
displacement for not less than one year before initiation of negotiations.

e Relocated your business/farm/non-profit no later than two years after the later of: (1) date you received
payment from WisDOT; or, (2) date you moved from acquired property.

o File a claim within two years from the later of: (1) date youreceived payment from WisDOT; or, (2) date
you moved from acquired property.

Relocation Assistance Package (check all that apply)

Wisconsin Relocation Rights (WI Dept of Administration [] Residential [ ] Business/Farm/Non-Profit

brochure

WisDOT )general relocation information notice [ ] Residential [ ] Business/Farm/Non-Profit
e g PN PMEN ™ CJouner (] Tenam
e eoaaeor PO ehecemerl  Clowner [ Tenam

Relocation payment summary [ ] Residential [ ] Business/Farm/Non-Profit
Relocation notice of eligibility letter ]

Claim forms []

Certificate of residency []

Notice of vacancy []

The relocation agent has explained the advisory services and relocation payment that WisDOT offers to me
as a relocatee; and, | have received from on
the above (checked) items known as the “Relocation Assistance Package.”

Signature Date

Note: This receipt indicates delivery and explanation of above items only; it does not necessarily indicate agreement.

Project ID County Parcel No.

J1E54891

]
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Exercise 7 — Residential Relocatee (15 minutes)
Use the project ID and parcel number provided by the instructor

Make an existing residential owner participant a relocatee. Generate the

Certificate of Residency, the Relocation Package Receipt and the Initiation the

of Negotiations Letter

1.

2.

—/

Browse to your parcel in READS and go to the Acquisition Team screen

If there is already an assignment for Relocation Specialist, skip ahead to number 4. Otherwise click

Relocation Specialist

[l Parcel Information

| JAcquisition Team

DOT Appraisals
Owners Appraisal

Show " Region Roles " Statewide Roles W Al

Please click on the underlined role to make an assignment or to view details ahout the ass

Winterests e i |
.Waiver of Appraisal Acyuisition Specialist Drew D Kottke

B Appraiser Andrew Crabb
B ~opraisal

Contract Specialist
HIPS Coordinator

.Offer“' gotiati LPA Coordinator, Region
.Negotlatlun Diary Litigation Specialist
Plat Unit
.Addnl IR Program Associate
MRelocation Project Engineer
[l Litigation Project Engineer, Lead
[l Buildings/Structures Property Myt Specralist
RE Lead Worker
WParcel Log Reqion Manager
Il Payment Request Region RE Project Manager
BEailings Region READS System Admin
Letter Builder i i
Mailing Labels

lREII:II:atiI]n Specialist l

3. Click “All Internal Staff and set the Relocation Specialist to Drew D Kottke and click Save
“EE e
. u‘saus >\ Cancal
Project ID
] Parceito Select a Role:
e | =
Select Type
" Internal Staff of this Role Type
Show ke (" External Consultant of this Role Type
Please click on the und: (& Al Internal Staff
“ ¢~ Al External Consultant
Reaion READS System
Region Supervisor [orew D kottke =
Relocation Specialist
Review Appraiser, Reqi
Review Appraiser, Stat
Sign Coordinator
Statewide Acquisition ¢
4. Scroll down to Statewide Relocation Coordinator
5. If there is already an assignment for Relocation Specialist, skip ahead to the next page. Otherwise click
Statewide Relocation Coordinator
6. Set the Statewide Relocation Coordinator to Kassandra Walbrun and click Save
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Now designate the property owner as a relocate. This creates a Relocation record in the system for this participant.

1.

2.

6.

7.

‘ Relocation '

Go to the Participants screen

Edit the Owner record

§ PARCEL CENTRAL MENU
h
-Parcel Information

| PARTICIPANTS

[l A cauisition Team

Femes |
Click Edit

Mark L Jensen Owner

473 Add New 473 Copy Existing

X

Change Relocation to Yes. Enter a Unit # and set Relo Category to Residential

Click Save

® Individual " Legal Entity

Full Name |Mark ’L— |Jensen

Spouse Name | ’— |

Participant Type | Owner

( I save

Relocation

Relo. Unit #

X Cancel

Yes v

[

\Relc Category | Residential

[+ PO Box [~ Copy Property Address

Property Address:

[~ Copy Mailing Addre

Mailing Address: |p0 Box 132

812 Highway 65

City/State/Zip |Roherts

wi v |54023

Click Relocation on the left side of the screen

Edit the Relocation record for your participant

|Roherts

wi v |54023

‘.Parcel Information 4

[l Acquisition Team Vendee.

.Interests Mark L Jensen

Relecation records are created from Participant screen by selecting Relocation as Yes for Participant Types Owner, Tenant, Sign Owner and

Residential

[l Waiver of Appraisal
HAvpraisal
DOT Appraisals
Owners Appraisal
[l offer/Negotiations

.Negutiatiun Diary

WLitigation
[lBuildingsiStructures
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7. Click the Documents tab

Subject Prop | Comparabl [ Repl it | Computations | Pymt

v |

Claims || Documents

Diary

Log

Show: ¢ All " Letters : Documents

Date Last

Bill of Sale (DT2166) 04.'07;2013 | o |
Certificate of Legal Residency [ &N ] 04117/2013 ® 0 1
Individual Relocation Case Report %] 04/02/2013 )] ]
Inspection and Certification of Decent, Safe, Sanitary Replacement .

Housing (DT1950) o 0400212013 @ ¢
Relocation Assistance Diary (DT1957) C7h] 04/02/2013 @ 0
Relocation Package Receipt Ch) 04/01/2013 @ ]
Relocation Payments Summary - Residential (DT1679R) 24 04/03/2013 @ 0
8. Click the Generate button next to the Certificate of Legal Residency
9. When prompted by Word, click Open.
At this point you could print the document and add it to the Relocation Package

10. Close the document

11. Now click the Generate button next to the Relocation Package Receipt
SubjectProp | Comparabl [ Repl it | Computations | Pymt St v | Claims | Documents | Diary Log ‘
Show: (" Al (" Letters (& Documents

12. When prompted by Word, click Open.

At this point you could print the document and add it to the Relocation Package

13. Close the document

14. Now click the Letters button

97

FOUSINY (L 11900]
Relocation Assistance Diary (DT1957) ] 04/02/2013 ] 0
Relocation Package Receipt l &y ] 04/01/2013 ) 0
Relocation Payments Summary - Residential (DT1679R) &4 04/03/2013 @ 0
Relocation Survey b ] 03/19/2013 @ 0
Replacement Housing Payment Computation - Owner (DT1943) 24 04/03/2013 ] 0
Residential Comparison Chart (DT1947) ] 04/02/2013 @ 0
Residential Questionnaire - Inventory of Individual Needs (DT1968) &4 04/01/2013 @ 0

: Date Last o
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15. Click the Generate button next to the Initiation of Negotiations — Residential Owner Letter

SubjectProp | Comparables | Replacement | Computations | Pymt Summary | Claims | Documents | Diary | Log

EXERCISE

—

Show: Al " Documents

Date Last

m TRAINING

30 Day Notice to Vacate Letter 04.‘02!2013 0
48 Hour Notice Letter ) 04/02/2013 [} 0
90 Day Occupance (90 Day Notice of Occupancy) Letter &8 04/02/2013 [} 0
DS S Replacement Inspection Letter &h 04/02/2013 @ 0
Disconnection of Utility Services Letter ) 04/02/2013 @ 0
Financial Commitment - Owner Letter ) 04/02/2013 ® 0
Initiation of Negotiations - Residential Owner Letter [ 2h ] 04/02/2013 ® 0
16. Make any desired changes in the dialog box and click Generate Letter
gj -- Webpage Dialog
Initiation of Negotiations - Residential Owner Letter
Address To [+ Mark L Jensen (Owner)
|— George's Flowers (Owner)
Type of Specific Recipient -
Specific Recipient -
Letter Date 411712013 ﬁ
Certified Mail -
Letterhead Eau Claire -
[ %Y Generate Letter ] X Cancel
https://acceptance.dot.stat ./ Trusted sites | Protected Mode: Off 8
17. When prompted by Word, click Open.
At this point you could print the document and add it to the Relocation Package
18. Close the document
Ex7-4
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Exercise 8 — Residential Relocation Comparables (30 minutes)

Use the project ID and parcel number provided by the instructor

Enter data on subject property and 3 relocation comparables. Generate the

Replacement Housing Payment Computation document. Generate the Relocation

Payments Summary document.

1. Browse to your parcel in READS
2. Click Relocation on the left side of the screen
3. Edit the Relocation record for your participant

4. Click the Subject Prop tab.

%dicator (@ Purchase ( Rent

I save > Cancel
Dist. To Work ] |12 mi
Dist. To School k |3 mi
Dist. To Shopping | |3 mi
Dist. To Transit m |NA
Dist. To Other n INA
Type of Neighborhood |Rura| Residential
Lot Size p [1-0Acre
Garage Size q 2 car

Acquisition Amount 245,100.00

Construction Type a ‘Wood Frame
Rooms b ‘ 8
Bedrooms C ‘ 4
Approx Habitable Area (Sq Ft) d ‘ 1,505.00
Habitable Area Required (Sq Ft]e ‘ 205.00
Approx Age f |100years
State of Repair g ‘Good
Fair Housing h Yes -
Utilities Present | G, E, WE, SE
Comments ‘
5. Click Edit
6. Enter:
a. Construction Type: Wood Frame
b. Rooms: 8
c. Bedrooms: 4
d. Approx Habitable Area: 1505
e. Habitable Area Required: 205
f.  Approx Age: 100 years
g. State of Repair: Good
h. Fair Housing: Yes
i. Utilities Present: G, E, WE, SE
j. Distto Work: 12 mi
k. Distto School: 3 mi
[. Dist to Shopping: 3 mi
m. Dist to Transit: NA
n. Distto Other: NA
0. Type of Neighborhood: Rural Residential
p. Lot Size: 1.0 Acre
g. Garage Size: 2 car
7. Click Save
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8. Click the Project ID link to return to the project screen to enter Relocation Comparables

| Project | Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit
Region |Narlhwesl Project ID ‘24[]_03_25 +| Project Name [~ Show Closed Projec
Office/LPA | gay Ciaire jj ParcelNo [, v| |smHes_ctHTT

PARCEL CENTRAL MENU 4 Back & Edit 4 lo

[l Parcel information

Relocatee |Mark L Jensen poci
.Acquisition Team
i Participars Relocation Agent | Eligihility Determination 90 Da
Winterests Relo Category Nego. Started on Parcel |03/25/2011 30 Da
9. On the Project Screen, click the Relo Comps tab
Project Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acq Comps E-Help E-Manual

\view Plat 47 CostEstimate

Project ID ,m Project Name ‘STH 65.CTHTT Parcels on Project ,77 Cert. Status ’7
FIIPS Subprogram Parcels Acquired ,77 Cert 1 Date ’7_3
Project Termini  [River Falls - New Richmond - CTH TT Final Parcel Closed ,W Closed for Charging ’7 j
PDB/Sales Stdy Apvd lmj Federal ID ’—
Project Highway |STH 65 Object Code Relo Plan Approval ,7 j Design 1D W
FIIPS Group RE FUNDING (%) Initial Relo Order ,W Project Counties #7% Add Hew
FIIPS Concept Federal ,70 Report Code lI: &% St Croix County, )(-
ROW Acquired For State ’—mg r
ROW Acquired By County ,70 Construction 1Ds 43 Add Hew
I O Al covrscion 10| iy Do | Loting b | cares Pt e | | |
15400375 011112012 08/0172011 7| X
Contract Approval ’W j Total l—m
Plat § ¥ I Cost All i | Parcels | Construction IDs | Assi ( Relo Conm)F y Req | D An_Is 1 Log

Type of Comparable Sold Properties - 43 Refresh 4% Add Business Comp <+'-'; Add Residential Ccmé >

10. Click Add Residential Comp

11. Determine the Comparable Number to use.

Comparable # Business / Unit Type Construction Type Price / Rent m

If your assigned parcel number is 4, enter 4-1 for the first comparable. If your assigned parcel number is

13, enter 13-1 for the first comparable number.

Comparable # State of Repair

| enter the parcel number followed by “-1”

Address |W?4Bﬁ County Rd U Utilties Present

Meet DSS Standards |Yes Type of Neighborhood
Unit Type |3|: Home Lot Size

Construction Type |W00d Erame Garage Size

# Rooms 7 Sold
# Bedrooms 4 Purchase/Rent

Habitable Area |1715 SF Listing Price

Age |40 years

12. Enter the other data for comparable 1 as shown above.

13. Click Save

100

|Good

|G, E, WE, SE

|Rural Residential

|1.0 Acres

|2 Car
r

¢ Purchase { Rent

274,900.00
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14. Click Add Residential Comp again to enter the second comparable

15. Determine the Comparable Number to use.

If your assigned parcel number is 4, enter 4-2 for the second comparable. If your assigned parcel number

is 13, enter 13-2 for the second comparable number.

16. Enter the second comparable as shown below.

Comparable # ‘enter the parcel number followed by “-2” State of Repair
Address ‘123 Main Utilties Present

Meet DSS Standards ‘Yes Type of Neighborhood
Unit Type ‘SF Lot Size

Construction Type ‘Wood Frame Garage Size

# Rooms 7 Sold
# Bedrooms 4 Purchase/Rent

Habitable Area ‘1550 SF Listing Price
Age ‘GD Years
17. Click Save

18. Click Add Residential Comp again to enter the third comparable

19. Determine the Comparable Number to use.

If your assigned parcel number is 4, enter 4-3 for the third comparable. If your assig
13, enter 13-3 for the third comparable number.

Comparable # ‘enter the parcel number followed by “-3” State of Repair
Address ‘939 Elm St Utilties Present

Meet DSS Standards ‘Yes Type of Neighborhood
Unit Type ‘SF Lot Size

Construction Type ‘Wood Frame Garage Size

# Rooms 8 Sold
# Bedrooms 4 Purchase/Rent

Habitable Area ‘1500 SF Listing Price
Age ‘23 Years
20. Click Save

21. Click Back to Parcel Central

“

Real Estate Automated Data System (READS)

i

g

&
e

(]
e
Ll
4
L
U]
=
z
=T
|Good o
'_
|G, E, SE, WE

|Rura| Residential

|1 Acre

|1 car
r

(* Purchase ( Rent

269,000.00

ned parcel number is

|Good

|G, E, SE, WE

|Rura| residential

|0.75 Acres

|2 car
B

(@ Purchase  Rent

239,900.00

Parcel Setup E-Submit

Reports My Parcels My Ticklers  Property Mamt

Acq Comps

[ ELTET

E-Help

Back to Parcel Central  Edit
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Perform the Replacement Housing Payment Computation
1. Return to the Relocation screen for your parcel

2. Click the Comparables tab

SubjectProp | Comparables | Replacement | Computations | Pymt Summary Claims | Documents | Diary | Log
# Rooms # Bedrooms Construction Type
| | £ Refresh

Comparable information is entered in the Project - Relo Comps screen as Residential Comps

m Comparable # Address / Location Unit Type Construction Type Sel. Comp .

V7486 County Rd U SF Home Wood Frame 174,900.00 No
r 2-2 123 Main SF Wood Frame 199,000.00 Ho
- 2-3 989 Elm 5t SF Wood Frame 219,900.00 No

You will see your comparables and you may see additional comparables for other parcels on the project.

%A
3. Designate the “-2" property as the most comparable. Click the View/Edit button “=! next to it. The
comparable dialog opens.

A -- Webpage Dialog

i save X Cancel
Comparable # 12_2 State of Repalr |Gnnd
Address [123 Main Utilities Present |G. E, SE, WE
‘ Functionally Equivalent Yes v Adequate for Relocates Yes -

Meet DSS Standards ;Yes Distance to Work W Avallable for Relocates Yes ¥
Unit Type §3F Distance to Schools 3 mi Within Financial Means Yes -
Construction Type [Wood Frame Distance to Shopping ’T Fair Housing Yes 3
# Rooms/# BedRooms ’—7 ! ’—4 Distance to Transport |NA Garage Size |1 car
Habitable Area [1550 SF Distance to Other [NA~ Purchase/Rent & Purchase " Rent
Age EBQ Years Lot Size IF Listing Price lm
Type of Nelghborhood  |Ryral Residential Most Comparable Yes v

Explain Selection

Closest to subject property in §F, price and number of rooms.

hittps: ©.dot.state.wl ds/Aform.aspxiform_ld=WDOT_ReloC tailsh b ZOM_relo_comp_iid= J Trusted sites &

4. Enter the necessary information here and set Most Comparable to Yes.

5. Click Save

6. Onthe Comparables tab, place a checkbox next to the 3 comparables to include on the Residential
Comparison Chart.

SubjectProp | Comparables | Replacement | Computations |PymtSummary Claims Documents Diary Log
#Rooms # Bedrooms Construction Type
‘ | +3 Refresh

Comparable information is entered in the Project - Relo Comps screen as Residential Comps

Address / Location Unit Type Construction Type m m.

Included | Comparable #

-1 W7486 County Rd U SF Home Wood Frame 174,900.00  No

-2 123 Main SF Wood Frame 199,000.00 Yes ,z

-3 089 Elm St SF Wood Frame 219,900.00 No [
Ex8-4
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7. Click the Computations tab

8. Select Replacement Housing Payment Computation — Owner from the pull down menu

9. Click Edit
I
Approved By |Allen J Holmstrom v | Approved On ’Wj I save X Cancel
Sale Price of Most Comparable Dwelling | 269,000.00
Less Acquisition Price of Subject Dwelling | 245,100.00
Equals Replacement Housing Payment | 23,900.00
Carve QOut [

10. Enter the name of the Computation approver and the date approved.
Note that the Carve Out checkbox will allow you to modify the Acquisition Price of the Subject Dwelling

11. Click Save

Generate the Replacement Housing Payment Computation document

1. Click the Documents tab

Subject Prop | Comparables | Replacement | Computations | PymtSummaryl Claims | Documents | Diary | Log

Show: @ Al " Letters (" Documents

- Date Last -
b @

Relocation Survey

Rent Loss Letter & Agreement Letter 2 @
Replacement Housing Payment Computation - Owner (DT1943) =T @
Residential Comparison Chart (DT1947) 2 @

2. Scroll down to the Replacement Housing payment Computation — Owner document and click the Generate
button

3. Click Open to open the generated file in Word

File Download X

Do you want 1o open or save this file?

Mj Mame  DoclS4577.04f

Type  Rich Text Farmat, 119KE
From  acceptance.dotstate.wius

Qpen ] | Save J l Cancel l

While files from the Internet canbe useful, some files can potentially hamm
g your computer. if you do not trust the source. do not open or save this file

4. After examining the Replacement Housing Computation document, close Word.

Ex8-5
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Generate the Residential Comparison Chart

1. Click the generate button next to the Residential Comparison Chart

SubjectProp | Comparables | Replacement | Computations | Pymt Summary |

Claims

Documents

Show: @« All (" Letters " Documents

Date Last
Generate Open Latest
“ - Generated

Relocation Survey

Rent Loss Letter & Agreement Letter

Replacement Housing Payment Computation - Owner (DT1943)
Residential Comparison Chart (DT1947)

Residential Questionnaire - Inventory of Individual Needs (DT1968)

2. Click Open to open the generated file in Word

3. After examining the Replacement Housing Computation document, close Word.

Generate the Relocation Payments Summary

1. Click the Pymt Summary tab and click Edit

04/17/2013
24 03/19/2013
T 04/03/2013
k| 04/17/2013
2 04/01/2013

(r— —
I I I | 1| I
Id save
Payment Summary Type @ Original | ¢ Revised
& Approved Offering Price " Carve Out Price
Replacement Housing Payment for Owner Occupants
supplemental housing payment for an owner occupant for not less than 180 days who
— .:L%I:fneesntal housing payment - down payment for an owner occupant for less than 180 days,
but not less than 90 days who purchases

Replacement Housing Payment for Tenant Occupants
[~ Down payment for a tenant occupant for not less than 90 days who purchases
[~ Supplemental rent payment for an owner occupant for a period of not less than 90 days who

rents (to be paid in four annual installments, if requested)

[~ Supplemental rent payment for a tenant occupant for not less than 90 days who rents (to be paid
in two installments)

2. Select Payment Summary Type: Original

3. Check the first box under Replacement Housing Payment for Owner Occupants

4. Scroll down and select Fixed schedule under Moving Expenses — Residential

> cancel

$ 245,100.00
$ 23,900.00
$ 0.00
8 0.00
$ 0.00

$ 0.00

»

m

[~ Supplemental rent payment for an owner occupant for a period of not less than 90 days who $ | 0.00
rents (to be paid in four annual installments, if requested)

[~ Supplemental rent payment for a tenant occupant for not less than 90 days who rents (to be paid $ 0.00
in two installments)

Moving Expenses - Residential

[~ Actual and reasonable cost to move personal property from residences and mobile homes $ 0.00
based on receipted bills from qualified mover

OR

[¥ Fixed schedule - residential, including sleeping rooms and mobile home occupants $ | 2,400.00 ]
Schedule for: [1p Room(s) is: SView Fixed Payment Schedule

Incidental Expenses- Transfer of Property to State, if applicable

[~ NetRental Loss [~ Recording fees and similar items
[~ Realignment of Personal Property [~ Expenses of plans rendered unusable

[~ Prorated share of taxes

104

[~ Prepayment penalty costs
[~ Cost of fencing
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Fill in the number of rooms and schedule dollar amount using the Fixed Payment Schedule in the Real

Estate Program Manual.

Click Save
Click the Documents tab

Click the generate button next to the Relocation Payments Summary

SubjectProp | Comparables | Replacement | Computations | Pymt Summary | Claims | Documents | Diary |
Show: @ All (" Letters (" Documents

e ———— e ——a
Relocation Package Receipt 24 04/21/2013

Relocation Payments Summary - Residential (DT1679R) Y 04/22/2013 )

Relocation Survey & 04/17/2013 @

9. Click Open to open the generated file in Word

10. After examining the Replacement Housing Computation document, close Word.

Fixed Payment Schedule and Dislocation Allowance
“Wisconsin Revised September 1, 2012”

No. of Rooms Occupant With Furniture Occupant Without Furniture
1 $550 $425
2 $700 $525
3 $900 $625
4 $1,100 $725
5 $1,300 $825
6 $1,500 $925
7 $1,700 $1,025
8 $1,900 $1,125
Addl. Room $250 $100
Exceptions:

1. The payment to a person with minimal possessions who occupies a dormitory
style room or whose residential move is performed by an agency at no cost to the
person is limited to $100.00.

2. An occupant will be paid on an actual cost basis for moving a mobile home from a
displacement site. In addition, a reasonable payment to the occupant for packing
and securing property for the move may be paid at the agency’s discretion.
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Relocation Assistance Diary

The provisions regarding what items must be maintained in the region’s official files are found in the Wisconsin
relocation rules in Wis. Admin. ch, Adm 92. (Wi Stats 32 and 84 are silent with regard to a negotiation diary
requirement). The following language is found in Adm 92.20.

Adm 92.20 Relocation file. An agency shall maintain a current individual property acquisition and individual
relocation case file. The file shall be retained for inspection by the department for a minimum of 3 years following
completion of a project or a final relocation payment, whichever is later.

(2) INDIVIDUAL RELOCATION CASE FILE. An agency shall develop and maintain an individual case file for a
displaced person beginning with information obtained in the initial interview. An individual relocation case file
shall include the following:

(a) Name, on-site address and phone number, date of displacement, replacement address and phone number, and if
a tenant or an owner, before and after relocation;

(b) The age and sex of dependent household members, the average monthly income of adult household members
and the monthly housing cost of an acquired and replacement dwelling;

(c) A description of the business or farm operation being conducted, whether a displaced person relocated or
discontinued, and the average monthly cost of the acquired and replacement facilities;

(d) A description of a dwelling, habitable space, number of rooms and bedrooms, and the type of construction;
(e) A description of relocation needs and preferences;

(f) Evidence that a displaced person received a pamphlet entitled, "Wisconsin Relocation Rights," and the date
received;

(9) A copy of a written notice as specified under this chapter or otherwise given to a displaced person;
(h) Relocation service and assistance provided and the date;

(i) Referral to a replacement dwelling, business or farm operation, including the date, address, and sale or rental
price;

(1) A copy of an occupancy agreement for the period after acquisition;

(k) A copy of a replacement property inspection document with the inspection date, description of a property and
its condition;

(L) Type and amount of each relocation payment made;

(m) A copy of a relocation claim and supporting documentation and related documents for determining eligibility
for or an amount of a payment, evidence of payment, and correspondence relating to a claim;

(n) A copy of an appeal and an explanation of the action taken to resolve the appeal, and the final determination;
(o) A copy of individual relocation case reports or other correspondence with the department;
(p) The agency representative who provided relocation assistance.

(3) RECORDS AVAILABLE FOR INSPECTION. Property acquisition and relocation records shall be available for
inspection by the department, and any person as specified under the Wisconsin Open Records Law, ss. 19.31 to
19.39, Stats.
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Exercise 9 — Relocation Claims (15 minutes)

Use the project ID and parcel number provided by the instructor

Create blank Relocation Claim forms to provide to a specific relocatee

1. Browse to your relocatee record in READS and click Edit

Project Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acg Comps E-Help E-Manual
Region North East ProjectiD |1111.99.09 + | Project Name [~ Show Closed Projects 4= Prev. Parct
OfficeL PA Parcel No |2[| - | | Drew Test Project v | Search Parcel | TR 0

lParcel Information .,

— | Relocation records are created from ici) screen by ing R ion as Yes for Participant Types Owner, Tenant, Sign Owner and
[l Acquisition Team Vendee.
Desmond Hume and Penny Hume Manette E Vetsch (Wisl)l)T) Residential |'j
Winterests
Ml waiver of Appraisal

2. Click Claims Tab
3. Click Add New

Property Acq. ‘ Occupancy Period ‘ Case Report Prepared
OwnerTenant  [owner Intent to Acquire Sent /.%\Date Prepared jﬁ
Subject Prop I Comparables I Repl it I Comp i |Pyrnt S '3« Claims I )Documents | Diay_l\ Log

|.& view All Claim Types

- = Recvd from Approved Gene aw
: o i
Claim Seq # Claimant Claimant Approved By Approved On I Relocation Claim I
0 0.00 oY # X

4. Click Edit and then Click Save

[Pymit Summary|  Claims | M Diary | Log I [ Sl I
4 Bac rﬁ @)il = 5% Cancel
£ Add Hew Type

4%
Claim Type A_mt Amt co I:!ale Region Dt It o Dute | Region Dt
Claimed Approved Paid Del Approesd Pyt Dl

0.00 000 2 x o X

5. Click Back
6. Click Generate Relocation Claim.

Subject Prop | Comparables | Repl: it | Comp i |Pyrnt S 'yl Claims | Documents | Diary | Log
L,EJ View All Claim Types £7% Add Hew
Recvd from Approved Generate
#
SialaE — — Amount Relocation Claim
1 Desmond Hume and 0.00 X
Penny Hume

The claim form generates and is saved in the log for this relocatee. Word opens the form.

7. Print and provide as many as desired for this specific relocatee’s use.

IMPORTANT: Because the barcode on the form is linked to this specific relocatee, do not use this form for any
other relocatee.
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Northeast Regional Office Internet web site: www.dot.wiscongin.goy
944 Vanderperren Way

50N, Division of Transportation Scott Walker, Governor
3’@' System Davelopment Mark Gottlieb, P.E., Secretary
hl

%TAnd!l

Tetephone; (920)492-5643

orre®  Green Bay, Wi 54304 Facsimile (FAX): (920)492-5640

E-mait: greenbay.did@dot.wi.gov

January 24, 2012

Project ID: 9202-07-22

Parcel No: 75

Relocation Claim: Replacement Housing Payment

The following relocation claim for parcel 75 is being submitted for your review and
approval,

Parcel Type Payable To Amount

75 RHP $21,850.00

This claimant previously owned a 40 acre parcel in DePere which they relocated their
residence and business to. They recently completed construction on the residence and a
DSS inspection was done on January 12, 2012.

Claimant submitted a claim for their Replacement Housing Payment totaling $21,850.00.
They provided paid receipts along with check numbers and their bank statement for proof
of payment on all invoices. I compiled all items I received on the worksheet attached.
Items highlighted in green are checks paid out, but not shown as cleared on the bank
statement provided to me. The highlighted items were not included in the final costs that
determined the RHP amount to be paid.

A carve out value was determined when computing the RHP using 1.03 acres valued at
$36,050. This amount was used as the {and value for the replacement site as well.

The total claim amount of $21,850.00 is being recommended for final approval and

Dawn Van Qudenhoven

- Real Estate Specialist
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RELOCATION CLAIM - APPLICATION AND RELEASE Wisconsin Deparlment of Transporiation

DT1527 01/2012 s.32.19, 32.195 & 32.20 Wis. Stats. Region Use ONLY
Claim Received and Filed
%irmla?nlti(%ggn]lg)raining, enter your claimant name Date/‘“ /2“ QU/EQ--
Zerﬁltﬁr?ggiraogztmgdrﬁsgroperty address _ e Idﬁor
Clalmantpr0|rocrerti/raddress §|Malllngaddress, if different y%mfm@zjdaﬂcw

Listed below are itemized damages claimed as the result of the acquisition of private property for public use, exclusion of all compensation
previously agreed to, for the negotiated purchase or the Award of Damages as determined by the State of Wisconsin, Department of
Transportation. All damages payable under any individual items enumerated in Sections 32,19 and 32.195 Wisconsin Statutes should be
claimed at one time after such claimed damage items shall be fully materialized, as provided in Section 32.20 Wisconsin Statutes.

ﬂOwner [ Business EResidence M Purchase
(] Tenant ] Farm {1 sign (] Rental
L Non-profit ] off premise
] On premise

Description of ltems Claimed {altach receipts and documentation) Amount Claimed Amount Allowed

Moving expenses [aclual - new site] 5,32,19(3)(a)

Moving expenses [re-establishments] s.32.19(3)(a)

Moving expenses [optional fixed] $.32.19{3)}{b}t number of rooms

In ffeu of actual moving expenses  5,32,19(3)}(b)2

Replacement housing [owner occupant}  5.32.19{4)(a)
Increased interest jowner occupant]  5.32.19(4)(a)2 - (4m){(a)2
Closing costs and related expenses  5.32.19{(4}(a)3 - {4m)(a)3 - (4m){b)2c

Al 2S00

=

R
o

Replacement housing [tenants and ceriain others - rental] $.32.19(4){b}1

Li@IN|(F (oML~

Replacement housing ftenants and certain others - purchase] s.32.19(4)(b)2

—
(=]

—_
—

. Replacement business {farm tenant] 5.32.19{(4m){b)

—
o

Incidental expenses [acquisition] $.32.195{1)

e
[4%)

. Penalty cosis on old mortgage  5.32.195{2)
. Prorata share of taxes  5.32.195(3)
. Reatignment of personal property [same site] 5.32.195(4)

-
-3

—
[S4]

—
&

Expense of plans rendered unusable  5.32.195(5)
. Netrental loss  5.32.195(6)
. Costoffencing s.32.195(7}

—
-

|| s (n | | R|R(h ||| e | r s |m s |em

-
<o

$
$
$
$
$
$
$
$
$
. Replacement business {farm owner] 5.32.19(4m)(a) $
$
$
$
$
$
$
$
$
$

TOTAL

ZAWIS VNN { RIS IIEY

For State Use Only (claimant complete nex{ page}

L. 4‘ -y 2
It S recommended for approval “Real Estdte Spec;ahst Regional Real Estale Manager Date@)/
{tems in the above claim ar%m the totalﬁm of $L. %9 is date
[=24~ 1%
Appraving Authorily Date
/U(Jf‘n'\af\ ]Dcwi (e aJ//(
Print Name
Project ID Highway County Parcel /Unit No.
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CLAIMANT CERTIFICATION

1. The undersigned certifies that the foregoing statement is true and correct and that the damages described herein exist and costs have
been suffered by me (us) in the amount shown after each item.

2. 1 {Ws) agres to accept the amounts as payment in full for the items claimed, and release the Department of Transportation and any
public body, board or commission acting in its behalf, from any and all claims for damages arising through this project, for the fisted
items for which an amount is claimed.

3. In claiming payment for an amount under item 5 {5.32.19(4)(a)], | (We} cerlify that: | (We) was (were) in occupancy at least 180 days
prior to the date of initiation of negoliations for the acquisition of the property,

4. In claiming payment for an amount under ltem 8 or 9 [s.32.19(4){b)], | (We) certify that: | (We) was {were) in lawful occupancy for not
less than 90 days prior to the initiation of negotiations for the acquisition of the property.

5. I (We) cerlify that: fo the best of my {our) knowledge the replacement dwelling | (We) have purchased and occupy, meets the decent,
safe and sanitary standards prescribed by state and federal regulations for such property.

6. In claiming payment for an amount under Item 10 or 11 [s.32.19{(4m}}, | (We) certify that: | {(We) owned and occupied the business
operation or owned the farm operation for not less than 1 {one) year prior to the initiation of negotiations for the acquisition of the
property.

7. Any person who is an alien not lawfully present in the United States is ineligible for relocation advisory services and relocation
payments, unless such ineligibility would result in exceptional and extremely unusual hardship to a qualifying spouse, parent, or child
as defined in 24.208(1) CFR. | certify that all member(s) of my household or all owner(s) of an unincorporated business, farm, or
nonprofit organization is (are) a cilizen or national of the United States, or an afien who is lawfully present in the United States.

AGREEMENT AND CERTIFICATION

Owner-Occupant claiming a Replacement Housing Payment {item 5, 5.32.19(4){a}), and/or Replacement Business Payment (item 10,
5.32.19(4m)(a)), and/or a Replacement Farm Payment for Lands (item 10, 5.32.19(4m)(a}) acquired by any Conveyance or by an Award of
Damages pursuant to Chapter 32, Wisconsin Statutes. Claimant understands that, in the event of an appeal from an Award of Damages,
5.32.05(9) or from the amount of compensation stated on the Warranty Deed, s.32.05(2a) for the required right of way from a residential,
business, of farm property, any increase in the Basic Award shall be reduced by the amount of the replacement residential, business or
farm payment as claimed. If the residence is located on a farm or business property or on a land area larger than that typical for residential
site purposes, the claimant understands that any increase in the Basic Award aftributable to the residential portion shall be computed in
the same percentage ratio established in the offering price of the Basic Award. Any increase in the Basic Award, attributable to the
business porlion shalf reduce the amount of the replacement business payment. The business portion shall be computed in the same
percentage ratio established in the offering price of the Basic Award. Any increase in the Basic Award, aftributable to the famm portion shall
reduce the amount of the replacement farm payment. The farm porlicn shall be computed in the same percentage ratio established in the
offering price of the Basic Award. In no event shall the final determination of just compensation be reduced by more than the amount of
the reptacement residential. business or farm payment.

ﬂm Doe iz

X X
Claimant Signature Date Claimant Signature Date
Jane Doe
Print Name Print Name
{Notarization is required for claims for Reptacement Payments ONLY. /, / &? _ / 52
items 5 and 10 Comm. 202.90 (6} advance payments in condemnation.} Date ¥
: State of Wisconsin 3
58

@W County )

On the above date, this instrument was acknowledged before me by
tha-ghove-named person(s) or officers.

{ pall] //M(,Wﬁé?/\

ame, Notary Pub!m State of Wisconssn
aal) 23 20! 1—4

Uate“ Commission Explr?){'

Allach all receiptad bills, pald statements and other factual data supporting elaim. In support of a "net rental loss” claim, submit a record of all rent for the
property showing that losses claimed are directly atiributable to the public improvement and that losses exceed the nommal rental or vacancy experience
for similar properties in the area. This claim must be signed by claimant and such signature must be notarized prior to the time applicalion Is submitted to
{he slate for llems 5 and 10. Mail this form and all receipted bilis and other factual data to WisDOT regional office.

Project ID Highway County Parcet {Unit No.
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Enter the Relocation Claim in READS

Prior to generating a Relocation Payment Request, check the Relocation Log to verify all supporting
documentation has been attached. Include the relocation claim form signed by the property owner, any
pertinent receipts, approved RHP calculations, DSS inspections, business moving estimates, rent loss
letters/agreements, and any other documentation affecting payment. Delete unnecessary duplicate copies of
documents in your Parcel Logs, Relocation Logs, and Project Logs.

1. Browse to your relocatee in READS and click the Claims tab

2. Since there is an unused sequence 1 claim ($0.00 approved from creating barcoded forms) click Edit

[r—
Subject Prop I Comp | Repl 1t | Computations | Pymt St ‘| Claims || Documents | Diary | Log ‘
LjJViewAIICIaim Types 475 Add New
= - Recvd from Approved Generate
1 Mark L Jensen 0.00 b

3. Click Add New Type

Subject Prop | Comp | p 1t | Computations | Pymt SL y Claims | Documents Diary | Log
4 Back & Edit

4. Enter the Claim Type, Amount Claimed and Amount Approved. Click Save

2| - Webpage Dialog |

I save > Cancel

Claim Type Replacement Housing: Owner-Occupant -
AmtClaimed [ 21,850.00

Amt Approved ’W

CO Date Paid ,—

Region Dt Del ’7_3

Multiple Types can be entered on a single claim.
5. Click Edit

6. Set Approved by to Norman Pawelczyk and Approved on to today

Subject Prop | Comp | P it | Computations | Pymt Summary | Claims | Documents. | Diary | Log
4 Back l 7 Edit |
Claim Seq # 1 47 Add New Type
. i i Amt CO Date Region Dt

Claimant ek L Jorsen ciam tpe | ameciamed| yopmeq | a3t | "™ | |

- Replacement 21,850.00 21,850.00 #l X
Recvd from Claimant j Housing: Owner- .

Occupant

Approved By -

Approved On jﬁ
Approved Amount 21,850.00

Comments

| -

7. Click Save

Ex9-3
111

TRAINING EXERCISE




Create the Relocation Claim Payment Request

Click the Payment Request button at the bottom of the Parcel Central Menu

Click the Create Payment Request button

PAYMENT REQUEST INFORMATION

Payee |

Class Code Payrhent Type |

47 Create Payment Request

v | 4"y Refresh

000 7 X

Select the Payment Type Relocation Claims. Class Code 5550 fills in.

Payment Request Information

Date

4/19/2013 j

Payment Type Relocation Claims .
Class Code 5550 - [~ Rush Payment
Order Number 3476474

I save X Cancel

Submitted to CO
Check Cut

Check No I

Submitted By IDrew D Kottke

Payable To Mark L Jensen (Owner) v i Invoice Number ]EAu 2RC1
And - - 47 (Lists of Pending Costs
T
e g include | Type |
Replacement 21,850.00
And - - g Housing: Owner-
Occupant
Status I
Check Amount

21,850.00

Check Handling

Region Office

-

Mailing Address

Set Payable To the owner

Click the Include checkbox in the Lists of Pending Costs Table. The check amount fills in

Set Check Handling to Region Office

Click Save

Amount

21,850.00

We have entered the payment information into the system. Now we will create the payment request document.

1.

Click Generate Payment Request

READS generates the document, saves a copy in the Log and sends the document to MS Word.

Word will prompt you to Open, Save or Cancel. Click Open

Examine the Payment Request. Notice the checklist for this specific parcel type on page 2

Close the Payment Request Document.
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INDIVIDUAL RELOCATION CASE REPORT

ID NO This Case
(from relocation plan)

Parcel No 1
Unit No

. Please submit

person.

after displacement and payment of
relocation claims for each displaced

i

this report within 30 days 9

4
‘ ( WISCONSIN DEPARTMENT OF
ADMINISTR ATION
Relocation Unit, State Energy Office, Department of
Administration, PO Box 7868, Madison, WI 53703

Federal Relocation [X] Yes
Law Applies [ No

Date Replacement Inspected
11/07/2012

Date Person Moved In (on site)
04/30/2003

Date Negotiations Began
10/30/2012

Date Prepared
02/27/2013

Prepared By
Sarah Simpson (The Highland Group)

Phone
(920) 262-2150

Date Person Moved Out
12/18/2012

Date Property Acquired
12/14/2012

Acquiring Agency
Green Bay office

Project Name

(Northeast) STH 76 - New London

Name of Displaced Person
Mark W Nickel and Kristen Nickel

Phone
(950) 858-3341

|:| This unit was shown as occupied in the relocation plan but was vacant
prior to initiation of negotiation to acquire.

D This unit was vacant at the time of plan approval but was occupied prior

to acquisition.

[ Residential Tenant
O Mobile Home Occupant

[ Business Tenant
[ Non-Profit Owner

Address (acquired) City State Zip
W9917 Kelly Dr. ,Hortonville, Wi 54944

Address (replacement) City State Zip
W7226 Moonlight Dr., Greenville, WI 54944

Displaced Person Is:

X Residential Owner [ Business Owner [ Non-Profit

[0 Farm Owner
O Farm Tenant

Person Moved to:

Residential

X D.S.S. Housing

[0 Comparable Housing

[ Non-D.S.S. Housing

[ Publicly Assisted Housing

Non-Residential

[ Adequate Replacement
[OJ Comparable Replacement
O Non-Code Compliant Repl.
[ Discontinued Operation

Rev. March 2012
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RESIDENTIAL BUSINESS, FARM or NON-PROFIT
X Family O Individual Family Size 2 | 4 Name of Business/Farm/Non-Profit No. of Employees
(adults/children) 0
Head of Household is: Gross Type of Operation Annual Net Income
Income/Yr.  $83,000
O Female O white _
Source(s) of Income Type of Interest Acquired
X Male [0 Non-White
X Wages/Salary [ Pension [ LAND and BUSINESS [0 OTHER (specify)
[ Elderly (over 65) [ Social Security O Interest [] BUSINESS ONLY
[ Public Assistance [ Other [0 LEASEHOLD IMPROV.
ACQUIRED SELECTED ACTUAL ACQUIRED SELECTED ACTUAL
UNIT COMPARABLE REPLACEMENT UNIT COMPARABLE REPLACEMENT
TYPE UNIT (single Single Family Single Family Single Family TYPE OF BLDG.
fam., duplex, (office, free standing, mixed
multi-fam., etc.) use, etc.)
NUMBER OF LAND AREA
ROOMS/ 11/5 11/5 6/4
BEDROOMS
OVERALL SIZE 2,170 sq. ft. 3,081 sq. ft. 1,221 sq. ft. BUILDING
(square footage) (square footage)
ACQUISITION ACQUISITION PRICE $ $ $
PRICE $230,888.17 $289,900 $294,900
MONTHLY RENT MONTHLY RENT $ $ $
(with utilities) SNA SNA SNA (with utilities)
CHECK IF CARVE CHECK IF CARVE OUT
OUT WAS DONE O | O WAS DONE ON O O O
RELOCATION PAYMENTS DATE AMOUNT NOTE: If a person has not
Type of Payment (ie. move, rent CLAIM PAID CLAIMED PAID filed or received payments, or
differential, searching, etc.) was paid more or less than the
gigta;;::ent Housing: Owner- 11/27/2012 12/14/2012 $89,900.00 $89,900.00 person appears eligible for
Closing Costs & Related Expenses 112772012 12/1472012 $1,660.50 $1,660.50 according to the data in this
report, state the reasons on the
Moving Expenses: Optional Fixed 11/27/2012 12/18/2012 $4,900.00 $4,900.00 reverse side.
$ $
$ $ If carve-out was necessary in
3 3 determining the replacement
payment amount, explain
$ $ method and computations used
on reverse side.
$ $
$ $ Is this the final case report for
3 3 this project?
O YES
Total | $96,460.50 $96,460.50 X NO




On October 30, 2012, WisDOT initiated negotiations and provided the displacees with their relocation
assistance package for the above referenced parcel. It was determined at this time that the property owner’s
were in a negative equity situation.

The owner’s originally purchased the acquired property on April 30, 2003 for $155,000. In 2007 the
homeowners took out a second mortgage on their home. For this loan, an appraisal was prepared dated August
8, 2007 by Easy Mortgage, LLC with an appraised value of $277,000. For the WisDOT acquisition, Active
Appraisal Services completed an appraisal on August 27, 2012 with an estimated value of $200,000. It was
decided that the closing for this property would be on December 14, 2012. Due to the negative equity
situation, the offer was increased to the payoff amount of $230,888.17.

Documentation for the Negative Equity Waiver was sent to the Bureau of Technical Services Real Estate/
Relocation Facilitator on November 21, 2012 for approval. The Negative Equity Waiver was approved on
November 27, 2012, therefore allowing the owner’s Replacement Housing Payment to remain at the original
offer of $200,000.
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Exercise 10 — Individual Relocation Case Report (20 minutes)

Use the project ID and parcel number provided by the instructor

Enter data on the replacement property. Generate the Individual Relocation
case Report. Protect and unprotect Word documents. Reattach documents to
the log. Notify the Central Office relocation Facilitator regarding the Case

Report

1. Browse to your parcel in READS and go to the Relocation screen

2. Edit the Residential owner record

RELOCATION

Relocation records are created from Participant screen by selecting Relocation as Yes for Participant Types Owner, Tenant, Sign Owner and

Vendee.
| UnitNumber | Relocatee | __Rolocation Agent Relo Category | Actual Vacats Date | Ecit
1 Mark L Jensen Residential Q
3. Click the Replacement tab
A
TeS——
id save > Cancel

Purchase/Rentindicator & pyrchase (" Rent

Address 1 |4411 Breathtaking Heights

Address 2 |

City/State/Zip INiceville wi v | |55555

Business Phone | Ext| Fax l—
CellNo |(608) 555-1212

Home Phone |

Email |
DSS Inspection 71112013 j
4. Click Edit

Present Use | Residential

Purchase Price 779,000.00

Unit Type | single Family

#Rooms 14
# Bedrooms 5

Size 5500 SF

5. Enter actual replacement property information, including the DSS Inspection date

6. Click Save
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Generate the Individual Relocation Case Report

1. Make certain that all appropriate relocation dates have been entered

2. Click the Documents tab

3. Click on the Individual Relocation Case Report Generate button.
Relocatee [Mike Maxwell and Jacki Mazwell DOA Brochure Sent 05302012 |
Relocation Agent  |Dawn Van Oudenhoven Eligibility Determination 90 Day Notice toVacate  [05302012 | ]
Relo Category | | |Nego.Started on Parcel |g5/10,2012 30DayMNoticetovacate [ ]
Unit Humber 2 Relo Pkg Delivered 05/30:2012 _ﬁ Move Inspection Date 07/00/2012 E
Unit Type | J Initial Occupancy Date  [g101,2010 E Actual Vacate Date 071012012 E
Property Aicq. 05/30/2012 Occupancy Period 2 years Residency Cert Signed ﬁ
OwnerTenant [Tenant Intent to Acquire Sent E Case Report Prepared E
Subject Prop | Comparables | Repl t | Computations | Pymt Summary | Log

JEE——

Claim Documents Diary
&C_| Documents [ I
e

Show: & ap " Letters

Disconnection of Utility Services Letter
Financial Commitment - Tenant Letter

Indnidual Relocation Case Report

" Documents

Generate Date Last Open Latest
Generated
L @

Lo

°
@ o

0410372013

The Individual Relocation case report takes a minute to generate. Wait until the green “Processing...”
message disappears and the File Download dialog appears.

4. Click Open

File Download B

Do you want to open or save this file?
[ j MName: Docl54766.rtf
Type: Rich Text Format, 216KB

From: acceptance.dot.state.wi.us

Cancel

Open Save

While files fram the Internet can be useful, some files can potentially harm
your computer. If you do nottrust the source, do not open or sawve this file.

|@_|

IMPORTANT: In order to fill in the gray fill-able fields in Microsoft Word, such as the checkboxes below, the Word

document must be protected. To edit any other part of the document, such as the addresses below, the document

must be unprotected. Consequently it is necessary to know how to protect and unprotect Word documents.

O Residential Tenant
O Mobile Home Occupant

O Business Tenant
O Mon-Profit Cvner

O Farm Cwner
O FarmTenant

O PubliclyAssisted Housing

Address creplacement) City State Zip . ) ) )
W7226 Moanlight Dr., Greerwville, Wl 54944 Residential Mon-Residential

E D.5.5. Housing O Adeguate Replacement
Dizsplaced Person 1s: O ComparableHousing O ComparableReplacement
[ Residential Owner O BusinessCwner O Maon-Profit O Mon-D.8.5 Housing O Mon-Code CompliartRepl.

O Discontinued Operation
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To Protect and Unprotect Word 2007 Documents

First turn on the Developer tab in Word. This only needs to be done once. The Deveoper tab will stay on.

1. If the Developer Tab appears on the ribbon, skip to the next page

(O 9 -0 0 cowmen ¥ i Documentl - Microsoft Word — Wx

=3 :
—/ Home Insert  Page Layout References Mailings Review Vie Acrobat L7l
2| Record Macro = | Schema [ D o |
m i:=1 Iﬂ Aa Aa Iﬂ —g MDeslgn Mode E % [ul_
I +

& W@ Pause Recording T Properties % | Transformation
. ropetties
Yisual Macros ] j’ B ] Structure <o, Protect Document
e _&Ma(ro Security E it ,53 LI 18] Group & Expansion Packs Document = | Template

2. If the Developer tab does not appear, click the round Office Button in the upper left corner

3. Click the Word Options button

Acliver [ssuedocy

/‘i Prepare » appraisal-problem-analysis-formudac 1=

I-prabie lysis-form.d i<l
[ READE-Tesl-0b-Reports.doc b=l

Seng 4 7, {
READS-Test-05-Logucdor {=

J Publish »
=, =4

H

| Clase

)( £t Word

4. On the Word Options dialog (Popular tab) click Show Developer tab in Ribbon and click OK.

Word Options

| Popular ‘ - L . .
L& Change the most popular options in Word.
Display
Top options for working with Word
Proofing P op L
Show Mini Toolbar on selection’i
Save
(V] bl i =
C ;
Advanced q Show Developer tab in the Ribbon (i
Always use Clearlype
Customize
[ Open e-mail attachments in Full Screen Reading view (i
Add-Ins Color scheme:
Trust Center ScreenTip style: |Show feature descriptions in ScreenTips v ‘
Resources Personalize your copy of Microsoft Office

The Word Deveoper tab will now stay visible on this computer.
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To protect an unprotected Word document

1. Click Developer > Protect Document > Restrict Formatting and Editing

Developer Acrobat

% Schema E |’!F’ I
W] Transformation - "

Protect Document

2y .
| Epemden Pade Document 1| Template

HML Restrict Reviewing Options

[ Restrict Farmatting and Edi%ng

Restrict Permission

2. Check “Allow only this type of editing in the document:” and set the pull down menu to Filling in forms.

Restrict Formatting and Ed W x
1. Formatting restrictions

[ ] Lirnit formatting to & selection of
styles

Settings. ..
2. Editing restrictions

Allove anly this type of editing in the
document:

‘Filling in farms w

3. Start enforcement

Are you ready to apply these settings?
Mo can parn thern off [=ter)

Yies, Start Enforcing Protection ]

3. Click Yes, Start Enforcing Protection

4. Leave the password fields blank and click OK.

Start Enforcing Protection 2|}

Praotection method
® Password

(The document is not encrypted. Malicious users can edit the file and
rernove the password. )

Enter new password (optional): ‘
Reenter password to confirm:

oK Cancel ‘

To unprotect a protected Word document (not secured with a password)

1. Click Developer > Protect Document > Restrict Formatting and Editing

2. Click the Stop Protection button in the lower right.
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To complete the Individual Relocation Case Report you must do some editing in Word. {r%\ do-0
.‘__/ i
Documents modified in Word are not automatically saved back to the READS log. To save a j N
modified document to the log, first save a copy on your desktop and then use the “paper clip” ) !
upload button in the log to put the document back in READS. - °-
|
. Ilig Convert
1. Make necessary changes to the document in Word.
|
Save
2. Click the round Office button and click Save As H
H Save sk
3. Inthe Save As dialog box, click Desktop on the left side &

4. Make a mental note of the file name (in this case, Doc154768[1].rtf)

5. Check that the Save as type is set to Rich Text Format (*.rtf) and click Save.
Save as type must be set to Rich Text Format or the document will be unreadable in

READS.
Save As 2]
savein: |2 Desktp ]l @-@ | X oiE-
c'Trusteld MNarme | Size \ Type
Templates s charteut to TIPS doc 1KB Shorteut
L_Zx,g'y REEE”; E5horteut to Statewide-Meeting 1 KB Shortout
s Htemp-Replace_House_Computation_Tenant[1]rtf 168 KB Rich Text Format
3 [2F Desktop "Project_Cost_Allocation.rtf 91 KB Rich Text Format
laShorteut to USER-DOCS 1 KB Shortcut
Dot | 3N READS 1 KB Shorteut
BIREADS docs 1 KB Shortout
\_l] computer.., | B25hareDocs 1 KB Shortcut
My Hetwork HIResidential_Survey_Questionnaire rtf 102 KB Rich Text Format
J Flaces Lo My MNetwork Places Systemn Folder
My Computer MADO3H49366 Systern Folder
My Documents Systermn Folder
«| | 2|
4 |Filename:  [pocisa7ealilrd R
5 Save 2z ype: ‘Ri[h Text Format {*.rtf) j
Tools |~ Save Cancel

Now put the modified Individual Relocation Case Report back in the READS log

1. Click the Relocation Log tab

Subject Prop | Comparables I Replacement I Computations I Pymit Summary | Claims I Documents Diary I | Log l
Use the following to filter the Log: 43 Add Relocation Diary em 473 Add Comment @ Attach Document — Sem al

I]ate Categury T_vpe Suh Type

o s Generate Coversheet

v
Attach Cateqory Sub Type Contacted Upload Admin|Modified

to Delete| Date
Email

Individual 04032013
0:403/2013 Relocation Document Relocation I—_| J 072755
Case Report PM

Notice that the Case Report is the most recent document in the log
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2. Click the paper clip Upload button for the Individual Relocation Case Report.

6.

‘ Subject Contacted Upload i|

Individual
Relocation
Case
Report

The Document Info screen appears

DOCUMENT INFO

®

0

i

[ save

2 Gangel

Document |

Prepared Date

04/03/2013 _‘E Document Type

l Browse... '

=[]

Subject

|Indhn'dua| Relocation Case Report

Description

Prepared By

[Drew D Kottke

=
hd

Updated On |I]4J'I]3J2I]13 07:27:55 PM

Sub-Type |

| Updated By | wisadk

Notice that the Document Type and the Prepared Date refer specifically to the Individual Relocation Case
Report that you generated a few minutes ago.

Click the Browse button and the Choose File to Upload dialog appears

Choose File to Upload

Bl

Look jn: ‘@ Deskiop

ER

iy Docurments

«:JMV Computer MADO3H49366
My Metwork Places

| AD Password Reset:

b Outlook

50 2008- 201 2-acquisitions. xlsx

HDTSD - Real estate pdf
Aehelps-20130115.x/s

HlHandy Safe Desktop Professional 3.01

01030~ 24-20-pmp-export-20130219 xlsx

L letters-needed pdf

B rmust be unchecked for reads docs.gif

N READS

#rlational Council of State Legislatures docx
Eneed-this-language-in-admin-rev-letter pdf
et lseReqgionts bat

Enew-PC pdf

Hoper-projects-no-const_id.xls
Hovwner-appraisals xls
Epartial-release-letter-language pdf

#Pagsword Protecting a PDF in Acrobat ¥ docx
EPMP-export-mods xlsx
BProject_Cost_Allocation.rf
Epurchase-agreement-short-form-dialog.pdf
EIREADS docs

[BIREADS vbe

WREADSTraining.exe

Hrelease notes with teresa comments 20130308«
Trelease notes with teresa comments 20130308,

2

[Dactsazeaqi)

File name:

Files of type: [airFiles

=l pen
ﬂ Cancel

Click Desktop on the left side

Double-click the modified Individual Relocation Case File that you saved there a moment ago.
You will be returned to the Document Info screen

Click Save

READS will upload the modified version of the Individual Relocation Case Report and overwrite the original.
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Notify the Statewide Relocation Coordinator that the Individual Relocation Case Report has been completed

1.

Click Edit

Back  Edit =4 Notify CO Re Case Rpt % Lease

DOA Brochure Sent Wﬁ
90 Day Notice to Vacate Imﬁ
0511012012 30 Day Notice to Vacate ﬁﬁ
lmﬁ Move Inspection Date IWE
W ﬁ Actual Vacate Date IW ﬁ
W Residency Cert Signed li-:’::j
?ﬁ Case Report Prepared Dﬁ

Double click in the Case Report Prepared field to enter today’s date and click Save

Click the Notify CO Re Case Rpt button on the Relocation screen

dmack  ean [ 2 NotiyCOReCasoRat ] &3 Lease

4. In the email dialog box, click Address Book
Fi e =
| Bl ]
To: | i 47 Address Book l
Ce: |
Bec: | File Attachments:
Subject: |Ra|mlion Case Reportis ready for review
Message: |Relocation Case report for the following Relocatee is ready
for review -
5. Inthe Address Book, click Acquisition Team and then click Kassandra Walbrun (below left)
Fillin: (@ To " ce " Bee Fillin: (" To  Bec
Select address book, then click on name: Select address book, then click on name:
(" Participants " Participants
(8 Acquisition Team
Drew D Kottke (Relocation Specialist)
Kassandra Walbrun (Statewide Relocation Co
Nanette E Vetsch (Acquisition Specialist) Nanette E Vetsch (Acquisition Specialist)
6. Click Cc and then click Drew Kottke (above right).
In practice you could use the Cc function to send yourself a copy of the message for your records.
7. Click Close
8. Add additional comments in the body of the email message if desired and click Send
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BUSINESS MOVING EXPENSES — WORKSHEET Wisconsin Department of Transportation
Unnumbered  05/2012

Business name Present address Replacement address

-- Complete all applicable areas --

1. Transportation of personal property (includes packing, crating, unpacking and uncrating). $
[Adm. 92.56(b)]

2. Dismantling, disconnecting, reassembly and reinstallation of personal property. [Adm. $
92.52(c)]
3. Utility and service line reconnection (including telephone). [Adm. 92.52(c)] $
4. Utilities from R/W to replacement site. [49 CFR Part 24.303(a)] $
5. Searching expenses ($2,500 max). [49 CRF Part 24.301(g)(17)] $
6. Physical changes necessary at replacement property to accommodate personalty. [Adm. $
92.52(c)]
7. Storage for ______ months (requires preapproval). [Adm. 92.52(d)] $
8. Replacement value insurance for move. [Adm. 92.52(f)] $
9. Licenses, permits and certification fees for business operation. [Adm. 92.52(h)] $
10. Professional services (requires preapproval). [49 CFR Part 24.303(b)] $
11. Stationery; re-lettering; and, reprinting (based on existing stock). [Adm. 92.52(k)] $
12. Sign re-lettering. [Adm. 92.52(k)] $
13. Loss of tangible personal property/substitute property. [Adm. 92.56(2)] $
14. Reasonable cost to sell personal property not relocated. [49 CFR Part 24.301 (15)] $
15. Self-move — lower of two bids (attached). Requires self-move agreement (attached). $
[Adm. 92.56(1)(b)]
16. Low value / high bulk property. [Adm. 92.56(1)(c)] $
17. One time impact fees. [49 CFR Part 24.303(c)] $
18. Other items considered necessary. [Adm. 92.52(0)] $
Total $

Note: Supporting documentation (receipted invoices, etc.) must accompany claim.

Project ID Highway Parcel No.
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Reporting in READS

From the main menu, click Reports
Select Standard

From the pull down list, select the desired report

Project Reports My Parcels My Ticklers Property Mgmt

——

* Standard " My Reports v

A New Report
ACQ - Acquired Parcel Count {(Appraised Parcels)
ACQ - Acquisition Summary Report

ACQ - Address List

ACQ - Agent Project 8 Parcel List

ACQ - Appraisal Count

ACQ - Appraisal Review Log

ACQ - Award Count

ACQ - Certification Status

ACQ - Check 1099 Data Input

ACQ - Cust. Survey Performance Indicator No. 7
ACQ - Parcel Plat Sheets

ACQ - Parcel Status Report

ACQ - Parcel Status Report (Report Codes)

ACQ - Poster Report

ACQ - Production Acquisitions

The report detail appears and the Filters tab opens by default

Project Parcel Reports My Parcels My Ticklers Property Mgmit E-Submit
Report [Acq - Award Count 4
Primary View | pargels £
Data I Filters I Layout I Save

Select fields for filtering report |

Related Primary Views Closing Date
Parcals hd Filter Type | Batween “
Corresponding Secondary Views
Parcel Details 3 Filter From [4;4/2007 T fzmzon |
[ af A
[~ &f Type
[ Acquisition Type
[~ Address 1 Filter Type | select One or More | %
; ij:zzz § Filter Value |Award of Damages A

[ Appraisal Format

[ Brechure Sent

[ City

[ Clesing Date

[ Construetion ID

[T County

[ Current Status

[ Current Status Count
[~ Homestead

[ Legal Hame

[ Litigation Completed w

Filters must be specified prior to running reports to achieve the desired result.
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To run a report on a single project, add the filter “Project ID” and specify “Exact Match” and then enter the Project ID
with dashes.

Project Parcel Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acg Comps E-Help
Report |ACQ - Poster Report 4 Back =) Run Report
Primary View | parcels ~
Data [ Filters I Layout I Save

Select fields for filtering report |

Related Primary Views Appraisal Type
Parcels = Filter Type B
Corresponding Secondary Views . 5
Parcel Details v Filter Value Regular
[ Litigation Completed -~

[~ Parcel Closed Project 1D
[~ Parcel Count - Status Appraisal ! Filter Type | Exact Match

[~ Parcel No

[~ Parcel Type jter Value |1559433,23

[~ PO Box

[~ Policy #

resen
: [¥ Project ID
i)

[~ Remnant In Land Inwentory [Y/N)

[~ state

[~ Target Acq Date

[ Title Company

[~ Wetland Mitigaticn

[ zZip

[~ Zening e
< >

To add a date range, add the filter “Closing Date” and specify “Between” and then enter the desired date range.

Project Parcel Reports My Parcels My Ticklers Property Mgmt Setup E-Submit Acqg Comps E-Help
Report |ACQ - Poster Report 4 Back =) Run Report
Primary View | parcels R
Data || Filters || Layout || Save

Select fields for filtering report |

Related Primary Views Appraisal Type
Parcels o Filter Type v
Corresponding Secondary Views -
: I
Parcel Details - Filter Value |Regular
I aF e
[~ &f Project ID
[T Acquisition Type X
[~ Address 1 Filter Type | Exact Match -
[ Address 2 Filter Value
[ Address 3 1559-08-23

[~ Appraisal Format
[~ Brochure Sent

G
onstryctief |0 E
[” County
[7 Current Status
[~ Current Status Count
[~ Homestead
[” Legal Name
[ Litigation Completed -

< >

TTYPe | Between

rvalve [o10111008 ]

Remember that in READS you must always enter a 4 digit year. You may either enter 4 digits for month and day or
enter slashes. For example Jan 9, 2011 may be entered either as 01092011 or 1/9/2011.

Once the filters are set as desired, click Run Report in the upper right part of the screen.
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READS opens the report in a new Window. Note that reports may span many pages.

As OF: 1182014
Poster Report

Parcel Parcel Type Owner Appraiser Approval Acquisition | Initiations of Offer Closing Date
No Date Specialist Negotiations | Accepted

ProjectID: 1559-08-23 County:  Project Name: §5th S5t. - CTHK Termini: Houlton - New Richmond Rd.  Highway: STH 64

1 Major Improved RoberiE Blahoskiand MarcellK o 1 piorgan 11/0511996 LoUAN 12101996 011021997 0112211997
Blahoski Chartier
2 Major Improved  Henry O Christopherson and Mildred . 11 p1organ 01/0311g97 LouAmn 01/241997 101031997 1010311997
W Christopherson Chartier
3 Major Improved Joel A Priebe and Sharon K Priebe  Ted M Morgan 11/06/1996 Ié?\:r?r;? 12101996 12121996 01/03/1997
Lou Ann
4 Major Improved  Robert Duis and Carol Duis Ted M Morgan couAmn 01/24/1997 0512811897 0512811997
5 Intermediate Ezg’;ﬁJ Rebhan and Laura .J Ted M Morgan 11/251997  Jeffry J Abboud 12/30M997  01/2211998  01/2211998
6 Major Improved G“Z:’;T;""" Garske and Joan M Ted M Morgan 1211997  Jeffry J Abboud 12181997 01461998 0111611938
7 Major Improved ©2ul A Hendricks and Wendy K David Deneen 0112211908 AllenJ 0310611998 06051998  06/04/1998
Hendricks Holmstrom
8 Complex Alano Society of New Richmond Inc.  Ted M Morgan 0712711998 Allend 08/14/1998 03/29/1999  04/29/1999
Improved Holmstrom
9 Major Improved  Harold R Rosenow and Joan M Ted 1 Morgan 061511008 LouAnn 0681998 061261998 1010411998
Rosenow Chartier
10 Major Improved  Matthew S Myers and Pamela J Ted M Morgan 03/24/190g LouANn 04171998 04471998 0412711998
Myers Chartier
1 Major Improved Herbert Roettger and Nyla C Roettger Ted M Morgan 06151998 Ié(;:r?r:: 06/251998 06/2511998 08/07/1998
Sherman R Boucher and Jean M Allen J

Boucher W 081011998 Holmstrom 08/11/1998 08M11/1998 10/16/1998 w

== Print ||§ Convert To Exce@"a Create Log D
e

grmediate

¢ Detail Report - Windows Internet Explorer = EX])
7\ ] T
@ ey~ |E. hitp://www.bemcorp.net/PAECETrak_WisDOT/DetailReport.aspx?rept_id=RPTs9 ¥ | ¥ K | C || LI~

 Fila Fdit View Favnrites Tanle Haln

Exporting to Excel

To Export to Excel use the Create Log button. Use of the Convert To Excel button is not recommended when there
are Project IDs in the report. Project IDs may be converted to dates and the vertical alignment of cells makes reading
the report difficult without modification.

1. Click Create Log

READS opens another window and then asks if you want to Open, Save or Cancel.

2. Click Open

Excel opens the report.

3. Toreturnto READS, in addition to closing the Detail Report window, close the blank browser window using
the red X in the upper right corner.
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Hints for Formatting Reports in Excel
Column Width

To change the width of columns, click to the right of the column letter and drag to the desired width. Double-click to
automatically size to fit the widest entry in the column. Rows may be sized similarly.

El Alignment i

P

D ( + ’ E
Termini 'ghway

Houlton - New Richmond Rd. STH 64
Houlton - New Richmond Rd. STH 64
Houlton - New Richmond Rd. STH 64

You may also right-click on a column letter and select Column Width from the pop-up. Enter the column width
desired. The number is very roughly the number of characters that will fit in the cell.

Cell Formatting

With cells selected, you can change the font, text size, text color, orientation, etc. from the Home tab on the ribbon.

E e W S E \WHauug NS FuDicy egausyiNe - - reads_
> Insert Page Layout References Mailings Review View Developer Acrobat
7= T W e [a
J " Calibri (Body) -1 - A AT

S # Format Painter |||B I U ~ aba X, X* Aa~|| s -A-:‘

Formatting in Excel applies only to selected cells. To select all cells in a spreadsheet, click in the upper left area of the
spreadsheet.

wapuudia L runiL
| Al v ( f| ProjectiC
Y A B
roject ID County Proje
2 |<TD CLASS="lastcc 85th
3 | 1559-08-23 85th

To select multiple columns, click on the left most column letter, hold the mouse button down and drag to the right-
most column letter. Release the mouse button. The columns will be selected. Multiple rows may be selected in a
similar manner.

Alignment (F] Number (F] Styles Ce

L o Ll :
Highway Parcel No Parcel Type Owner .Ap[
Rd. STH 64 1 Major Improved Robert E Blahoski and Ma| Te
Rd. STH 64 2 Major Improved Henry O Christopherseon g Te
Rd. STH 64 3 Major Improved Joel A Priebe and Sharon || Te
Rd. STH 64 4 Major Improved Robert Duis and Carol Duj] Te
Rd. STH r4 5 Intermediate Herhert | Rebhan and | aud Te
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You may also select cells then right-click on the cells and select Format Cells from the pop-up menu.

| — — —
F G H 1 1
Parcel No Parcel Type Owner X Cut
1 Major Improved Raobert E Blahos =5 | Copy
2 Major Improved Henry O Christo| __
3 Major Improved Joel A Priebe an LE Paste
4 Major Improved Robert Duis and Paste Special...
5 Intermediate Herbert J Rebha T
6 Major Improved Raymond J Gars h
7 Major Improved Paul A Hendrick: Delete
8 Complex Improved Alano Society o Clear Contents
9 Major Improved Harold R Rosend
10 Major Improved Matthew S Mye 2 Format Cells.. %
11 Major Improved Herbert Roettge Column Width...
12 Intermediate Sherman R Bouq .
13 Major Improved Robin Beauvais Hide
14 Intermediate Impro Joseph B Cranst Unhide
_ . e e~ ous e TAe TR TaAAR
Some Common Formatting Options
Format Currency Add or Change Borders

Format Cells rmat Cells
E— I Number | Algnment | Font | Border | il | Protection |
Number | Alignment ” Font ” Border " Fill ” Prote
Line Presets
Category: Style:
None  -—s-—ee-
General Sample
Number Parcel No . Hone Qutline Inside
. Border
Accounting Decimal plages: (2 % | | |77/ —
'Ilj':;lee bol: | i Text Text
Symbol: |
Percentage
Fraction Megative numbers: Color: Text Text
Scientific 1,234.10 Automatic v E]
Text $1,234.10
Special (51,234.10)
Custom (%1,234.10) The selected border style can be applied by clicking the presets, preview diagram or the
buttons abave.

Wrap Text

= A Robert Duis and Carol Dui Ted M IMMYTIIIIG G S M Ty Rt
Format Cells Herbert J Rebhan and Lau Ted M Paul A Hendricks and Wer David C
Raymond J Garske and Jo: Ted M Alano Society of New Ricl Ted M |
| number ‘ Alignment | Font | Border | Rl | Protection baul A Hendricks and Werl David I Harold R Rosenow and Jo Ted M1
Text alignment Orientation Alano Society of New Ricl Ted M Matthew S Myers and Par Ted M |
Horizontal: + . Harold R Resenow and Jo Ted M Herbert Roettger and Nyl: Ted M |
General v .. Matthew S Myers and Par Ted M Sherman R Boucher and
Vertical: ‘D E z . Herbert Roettger and Nyli Ted M Jean M Boucher Dafd C
Bottom v x Text —— Sherman R Boucher and J| David [ Robin Beauvais and
.- Robin Beauvais and Marg] Ted M ‘ Margaret R Beauvais St.
Text control . Ro=cRBlRlaD=anlab iy Ted M Croix Treasurer Tedm 1

Mirap text: gegrees MichinelElcalem Ie: m Joseph B Cranston and
e

Ronald L Davis and Terri L

. Suzanne Cranston Ted|Mm |
e Bradley N Peterson Edith v Michael A Callei Tedm
N John J Wilson Robin E Yat Ted M lchae a. ci2 5 =

Right-to-left Brian A Bonkoski and Lorr Ted M Ronald L Davis and Terri L Ted|M |

=2 : —Bradtey--Petersom—r— dith
L alEEtn Somerset Telephone Co. W
Christian B Simpson Ted M John ] Wilson Robin E Yat Ted M|
Mark K Ernhart and Mary Ted M Brian A Bonkoski and Lorr Ted M |

Joel A Lamirande Ted M Somerset Telephone Co.

ADELINE CLOUTIER Judy Be Christian B Simpson TedM 1
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My Reports

READS allows users to copy and modify reports and save them as “My Reports.” Unless granted an exception by
management, users are limited to 10 My Reports.

It is possible to create a report from scratch but the easiest method is to copy an existing report.

Click Reports then click Copy Report

Z
Reports My Parcels My Ticklers  Property Mgmt Setup E-Submit Acq Comps E-Help Coivains
SN’

=} RunReport [ Edit Report "3 New Report (2 Copy Report

Parcel

Project

" Standard My Reports

The Copy Reports window appears. Here you specify where to copy the report from and where to save the new
report. You may copy from your own My Reports, the Standard Reports or another users My Reports. Give the new
report a meaningful name and click Send Report.

A READS -- Webpage Dialog

" From MyReporte * From Standard ¢ From Other User

Select the From Report Hame

| ACQ - Parcel Status Report s |
™ To My Reports " To Standard " To Other User

Enter Hew Report Hame

|aCQ - Parcel Status Report

4" Send Report > Cancel

Once the report is in you’re my Reports you may modify the report if needed and resave it.
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Exercise 11 — Reports (10 minutes)

Running the READS Relocation Claims Detail Report

1.

2.

3.

4.

Click Reports > Standard > RELO — Relocation Claims Detail

" My Reports v

FINANCIAL - Project Cost Closing Report A
HAMS Export (Document Metadata)

HAMS Export (Parcel Details)

HAMS Export (Project Details)

HAMS Export (Tax Key Numbers)

LIT - DOJ Litigation Expenses

LIT - Owner Appraisal Due

Mailing Label Data

PMGT - Biennial Net Gains Report

PMGT - Biennial Sales Report

PMGT - Check Remnant Report

PMGT - Completed Sale

PMGT - Historical Activity Surplus Lands Listing
PMGT - Land Inv. (Fed Fund) - Not Sold Under 1000
PMGT - Land Inv. Surplus - Not Sold Under 1000
PMGT - Land Inventory - Date/Count Records Added
PMGT - Land Inventory Surplus - Sold Under 1000
PMGT - Land Inventory WWW Report

PMGT - Non-Marketable Land Inventory >$1000
PMGT - Remnant Held Report

PMGT - Rentals By Due Date

PMGT - Surplus Land Inventory Report

PMGT - Total Leases and Occupancies

Performance Indicator - LI Parcels

Parcel

Project My Parcels My Ticklers Property Mgmt

(& standard

Claims Detail
= Retoentiorotate
ZZZ - EHelp List

On the Filter tab, in the Project ID field enter your assigned Project ID

Claims Detail +"3 Formula Definitions 4 Back [ (.} Run Report ]
v
” Layout ” Save
Project D
Filter Type | Exact Match v
h §
[Filter Value |1154-01-21 l [}s
A

Click Run Report

() Run Report

Close the READS report window
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5.

6.

10.

11.

12.

13.

Click Reports > Standard > RELO — Relocation Claims Detail

Remove the Project ID Filter by clicking on the X button by the Project ID filter

Report [RELO - Relocation Claims Detail £"s Formula Definitions

[Roles

Primary View parcels -
Data ” Filters ” Layout " Save
Select fields for filtering report
Related Primary Views Project ID E]
Parcels M Filter Type  Exact Match -
Corresponding Secondary Views
Parcel Details - Filter Value 11164-01-21
DK "
[ 8f (7] Approved On @
[~ Acquisition Type §
[~ Address 1 Filter Type  Not Blank(Filled In) -

Add a specific Relocation Specialist

Click the down arrow under Corresponding Secondary Views and select Roles (below left)

Related Primary Views

Related Primary Views
Parcels

Corresponding Secondary Views

Roles

Parcels -
Corresponding Secondary Views

Roles -
Parcel Details

Conveyance Summary
Conveyance Documents

Parcel Owners
Miscellaneous Info

[ Acquisition Specialist

[ Appraiser

| Litigation Specialist

[ Program Associate

[ Project Manager

operty Management Agent
location Agent

view Appraiser

Place a checkbox next to Relocation Agent (above right)

Set the Relocation Agent Filter Type to “Select One or More”

Report |RELO - Relocation Claims Detall

rimary View parcels

% Formula Definitions

4 Back

£} Run Report

Data | Filters | Layout I Save

45 for filtering rapert ]

Amary Views Approved On x
M Filter Type ot Blank(Filled In) -

wding Secondary Views

uisition Specialist

stiser Relocation Agent X

Jation Specialist -

gram Assoclate I Filtar Typ2  select One or More . l

[sce Managar Filter Value [Jassie Prien 7

perty Management Agent ¢

ocation Agent

Click the Edit button next to the Filter Value and select yourself from the list and click Save

Click Run Report

After reviewing the report, Close the READS report window
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Save a copy of the report in My Reports

1. Click the Save tab

Report |RELO - Relocation Claims Detail 43 Form
Primary View parcels -
Data || Filters H Layout H Save

Enter Report Name Here |RELO - Relocation Claims Detail

Description Final Standard a

Save as My Report |

Delete Report |

2. Add a description if you wish and click Save as My Report

3. Click OK on the popup

=

Message from webpage

! . A new report has been saved

4. Now click My Reports.

You will see the new report in the list

Project Parcel My Parcels My Ticklers Property Mgmt '

(" standard ® My Reports

-

Once the report is in you’re My Reports you may copy it, modify it, rename it, etc.
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READS TRAINING EVALUATION wisconsin Department of Transportation

Your input will help us in our continuing effort to improve the effectiveness of our READS training courses. Thank you for taking
the time to complete this form. Return this completed form to: Drew Kottke; WisDOT; 4802 Sheboygan Ave — Room 501
Madison, WI 53705.

Course Title Date of Training

Instructor Names(s) Your Name (Optional)

1. Overall, how would you rate this course? Check one number (10 = High; 1 = Low)

[] 10 []o9 []8 []7 []6 []5 []a []3 [] 2 []1

2. Theinstructor covered the course objectives.

[ ] Strongly [] Agree [ ] Slightly [] Slightly [ ] Disagree [ ] Strongly
Agree Agree Disagree Agree

3. Theinstructor used effective presentation skills.

|:| Strongly |:| Agree |:| Slightly |:| Slightly |:| Disagree |:| Strongly
Agree Agree Disagree Agree

4. To improve this training, what would you:

Expand:

Add:

Delete:

5. Give other general comments about the course instructor or content.







WISCONSIN DEPARTMENT OF TRANSPORTATION

READS Electronic Signature Request

For individuals that would like READS to place a facsimile of their
signature on documents generated from READS (when appropriate).

1. Print this page on white paper

2. Enter your name and email address

3. Using black ink, sign inside the box

4. Scan to PDF and email to me at: drew.kottke@dot.wi.gov

We’ll add your electronic signature to READS. Please call or email
with guestions.

—Drew 608 267-9074
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