E-Submit an appraisal in READS

Click on this link to access READS.
https://trust.dot.state.wi.us/extntgtwy/dtid real estate/repm/reads/

Log in with your WAMS ID.
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6. ldentify the project and parcel. You can either:
a. Use the filters at the top of the screen.
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b. Navigate through the list by using the scroll bar and/or page icons.
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7. Click the Edit icon for the parcel in which you want to submit an appraisal.
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8. Click another Edit icon.
9. Fillin effective date of the report.
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10.Fill in appraisal format field by selecting the appropriate format type from
the drop down list.
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Parcel No |35
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Please click Browse D to upload required d and then click
Submit for Review for final submission of the Appraisal
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11.Click Save.
12.Click Browse Document icon.
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14.Find/select file and click Open.

15.Fill in document type field by selecting the appropriate document type from
the drop down list.

16.Fill in subject field. For example, appraisal for first review or draft appraisal

or final approved appraisal.

17.Click Save.
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18.1f you have another file (for example, objective review form) to
attach/upload, repeat steps 12-17.



19.0nce you have all the documents that pertain to this parcel

attached/uploaded, click Submit for Review icon.
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Submit for Review for final submission of the Appraisal |l Browse Document — Submit for Review
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20.Click ok to the pop up question.

Windows Internet Explorer

\_‘{J After submission vou would not be able to make changes to the submitted documents, are vou sure
voul want to Submit this Appraisal ?

{ QK ‘ [ Cancel J

21.Complete email pop up window. If you click the address book icon, the
email addresses of the individuals assigned to the parcel will appear for
selection.



22.Click send.

T |Teresa.McClung@dot.wi.gov ; % Address Book
Cc: J
Becc: ] File Attachments:

Subject: |appraisal is ready for Review

Message: |The following Appraisal is ready for Review. You can go to
the Log of this Appraisal to access the Appraisal Report;

Project ID: 99998-11-11

Parcel No: 35

Appraiser: Teresa R McClung ()
Format: Short Format

"2 Send X cancel
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23.Click ok to the pop up message.

24.1f you have more appraisals to e-submit you can either click the Back icon
or click E-Submit from the top menu and start at step 5.
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