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Account Setup
Creating and setting up your dotloop account is a breeze. If you have received an email from your office, open the email in your inbox inviting you to join your company and/or office in dotloop. Read the body of this email, then click the blue Learn More button. If you do not already have an account, you will be prompted to create your account. If you do have an account, you will be prompted to sign in, and then asked if you would like set this new office profile as your login default profile. Alternatively, if you are just creating your own account, navigate to dotloop.com and click SIGN UP FOR FREE.
Customizing your account
When you are in your dotloop account, navigate to your MY ACCOUNT page, the link to this page is located in the drop down menu displayed when you hover your cursor over the profile icon, the icon furthest to the right at the top of any page in dotloop.
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Account settings
On the ACCOUNT SETTINGS page, you have the ability to edit all of your personal information, this includes your e-sign name and e-sign initials (they will auto populate for you when you need to confirm your signatures so you don't need to type them every time you sign). Complete as much of this page as you can, you are able to leave most of the fields blank but we strongly encourage you to set your correct time zone. Setting the correct time zone will ensure your Activity Log is as organized and easy to use as possible. When you are finished, click the SAVE button on the bottom right of this page.
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Profiles
Clicking on the PROFILES option on the left of the page will allow you to manage the profiles on your account. You will first want to verify that your office or company name is displayed under the BROKERAGE AND ASSOCIATIONS section. If you do not see the proper office or company name listed here, make sure you are viewing the correct profile, your profiles are listed to the left on the MY ACCOUNT page. If you are viewing the correct profile, and you do not see your office or company information, ask your administrator to resend your invitation.
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While on this page, you may want to add your Association to your profile. Your Association, if in agreement with dotloop, will give you access to interactive templates specific to your Association. These templates will appear as additional folders in your templates, that will be named the name of the Association. Some Associations require a NRDS ID to verify. If you do not know your NRDS ID, you can find more information HERE. Alternatively, if your Association requires an invitation code or another form of verification, we will alert you of this when trying to add the Association so be sure to read the requirements carefully.
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Proceed down the PROFILES page, you'll want to fill out as much of your COMPANY information as possible, as this information will auto-fill onto documents for you, when necessary.
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Below this, you can choose under which circumstances you will receive email notifications from dotloop. When you've finished with these sections, click the SAVE button at the bottom right of the page.
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Document preferences
The DOCUMENT PREFERENCES tab will allow you to set up default settings for your documents. Any time your add a document to a loop and begin setting up the document, they will follow these preferences. note: templates provided by your brokerage or association will not follow these preferences.
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Upgrade
The upgrade section of your account is where you can upgrade your account to a premium dotloop account. Before upgrading, we recommend you check with your brokerage to see if they provide premium for their agents. If you are not with a company however, you can upgrade your account here to access all the great features provided by a premium account!
First Loop
We will walk you through the process of your very first loop. In the following videos we cover the entire process from start to finish, including what your clients see, and how to successfully submit your loop for review once it is ready. Refer back to these resources as you advance through your first few loops.
Loop creation
Begin by clicking the large plus sign on your dotloop account home page. You will be prompted to name your new loop. It is a good idea to name your loop something easily identifiable, such as a property address, your clients' names, or a combination of the two. Once you have named your loop, click the CREATE LOOP button on the bottom right of the prompt.
Adding people
When you have successfully created your loop, you will be placed into the loop. We want to begin by adding all the people necessary to the People section of the loop. Click ADD PERSON and begin entering their information, enter their names as you want them to appear on the contracts. Remember, anyone who will be signing electronically in dotloop will need an email address, two people are not able to sign as individuals from a single email address. Team members are individuals who are working with you in this transaction. For example, a co-agent helping you sell the home would be a team member, but typically clients are not team members, and usually the agent on the opposite of the transaction is not a team member either. In dotloop, team members see everything you see. This aids in the flow of information between you and your partners or admins. Roles are very important. Be sure to select the correct role for the individual you are adding, as dotloop will use the role to fill in their information onto documents for you.
You also have the ability to send an intro email by checking the box within this window. The email that is generated when you check this box and click Add person looks like this:
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Finally, be sure to choose your role as well.
View details
Navigating to the VIEW DETAILS page, we will see all of the fields available that are specific to your transaction, such as the property address and financials. The more you fill out on this page, the less manual typing will need to be done in the interactive documents, as dotloop will auto-fill this information for you when necessary. Fill out as much of the EDIT DETAILS page as possible, save your information by clicking the SAVE button the bottom or top right of the page. Clicking BACK TO LOOP on the top left of this page will take you back to your standard loop page.
Adding and working with documents
Now that we have provided as much information as possible to dotloop, we will begin adding our documents. You add your documents last for this exact purpose. Begin adding documents by choosing the method you wish to add documents to your loop (Templates, Computer, or Email). Documents added to your loop from your templates section are often interactive documents, meaning they will auto-fill for you and they have fields already placed on them for you to fill in, and/or sign. These documents are typically inherited from your brokerage or or association. Documents added from your computer or emailed into the loop will need to be in PDF format, these are flat documents that, by default, do not have any interactive fields on them and will not auto-fill. Our PDF editing software will allow you to manually edit these documents.
In the interest of keeping this training course as organized and concise as possible, we have dedicated an entire training portion to just working with Interactive Documents and PDF's. Documents are also covered in detail in the above video.
Sharing
Now that we have prepared all of our documents, we will need to send them out to the proper parties to be reviewed and/or signed. Although you can share from directly within a document, it is important to note that you can share from the standard loop view. Checkmark the document(s) you wish to share, and click the large SHARE button located at the top right of the Documents section. This will open the Share Document(s) window. In this window you will see two sections, the first being the WHO HAS ACCESS portion. This will display who currently has the most recent version of the document(s) you selected, and what permissions they have when interacting with the document(s), displayed to the right. Below this is the ADD PEOPLE section. The terminology here may seem unclear at first, but what it's really asking is for you to add people to share this documents with. Checkmark the people you'd like to share with. To the right of each selected individual, you have the ability to give them permissions for the document(s). dotloop will predict the permissions you might want to give when sharing. For example, if the document(s) you are sharing have signature and/or initial fields assigned to Bob Smith, dotloop will set CAN SIGN permissions as the default. If Bob Smith has text fields assigned to him, dotloop will predict CAN FILL AND SIGN permission. For more information on sharing permissions, we've dedicated an article to this. Alternatively, you can read the tool tips that appear in dotloop when you hover over any share permission. The above video also discusses sharing and sharing permissions in detail.
You have the ability to attach a pdf of the document(s) you are sharing to the share email that will be sent to the recipients. To do so, checkmark ATTACH PDF TO EMAIL at the bottom left of the share window.
Upon clicking the the SHARE button at the bottom right of the window, the share email will be sent.
Share statuses
Every document in a loop has a share status. For example, when you pull a document into a loop, it will say NOT SHARED by default. Any document that has been shared with another party and is expecting them to interact with it and share it back, will have a status of WAITING ON OTHERS. Hover over any share status to view additional details. You can view the share status of any given document with a particular individual by simply opening the Share Window, and reading the share status, noted between their name and the share permissions.
What the recipient sees
When you share a document, the recipient will receive an email notifying them that you have sent a document their way. After opening the email, the recipient will click View document within the email. This will open a new window in the recipient's browser, displaying the document or documents you shared. If this person was given CAN SIGN or CAN FILL AND SIGN permissions, they will see a blinking blue bar on their document asking them to START SIGNING. Once clicked, this bar will guide the viewer down the document and aid them in signing and/or filling out the document.
When the recipient has completed the document, they will be prompted to FINISH SIGNING or they can manually click I'M DONE on the top right of the document. This will save the changes and signatures on the document(s) and send an email to notify you of these additions or changes. You can then view the updated version of your document in your loop, as the document has been automatically shared back to you.
People & Contacts
The People Section of your dotloop account is a powerful tool that remembers every contact you've added to a loop. It also has the ability to autofill any previously added contact's information to documents within your loop.
An overview of people and contacts
Whenever we add anyone to a loop we will enter their first and last name, their email address typically, and their role. Once you have selected the appropriate role, more information will be presented to fill. dotloop takes this information and uses it to autofill your documents for you, but it also adds this person to your CONTACTS. This is important because any time you add that same individual to a loop in the future, dotloop will predict their information after you key in a few characters of their name or email.
You can always view your contacts by clicking the PEOPLE icon at the top right of any page in dotloop. Once in your CONTACTS, you have the ability to edit their information or delete them by clicking the down arrow to the far right of their name.
Add to my team
When adding your different parties involved in the transaction to the loop you will see an Add to my team checkbox in the add person window. Clicking this checkbox will send the individual a team invitation. Team members are individuals who are working with you in this transaction. For example, a co-agent helping you sell the home would be a team member, but typically clients are not team members, and usually the agent on the opposite of the transaction is not a team member either. In dotloop, team members see everything you see, and this aids in the flow of information between you and your partners or admins. Use great caution when utilizing this feature, if the other party accepts your team invitation it is irreversible and they will always be on your team within that particular loop. 
Introducing
When working on a transaction and you wish to share the contact information of different parties within a loop you can do this by introducing them to one another. In the people section of the loop, click the 3 grey vertical ellipses that correspond with the person you want to introduce and select INTRODUCE. You will then be prompted to choose who to introduce them to. Select one or more parties to introduce them to and add an accompanying message if you wish in the field below. Once finished just click INTRODUCE PERSON at the bottom of the window.  
Removing
If you ever wish to remove someone from the loop just click the 3 grey vertical ellipses to the right of their name in the people section of the loop and select REMOVE. Removing someone from the loop will make it so you can no longer share documents with them or send messages in that particular loop. If you have already shared documents or sent messages to the individual you are removing, the loop will still appear on their account.
Trusted Service Providers
dotloop has a built-in section within your account where you can keep a rolodex of service providers you work with on a regular basis. Adding your Trusted Service Providers means connecting your home buyers and sellers with the service providers you trust and recommend. It’s like the list of service providers you already provide to clients without the paper and hassle.
How do trusted service providers work
Trusted Service Providers are people in your industry who can provide services to your clients, such as lender or moving services for real estate. When you connect with a Trusted Service Provider, they appear in all of your loops. To request more information for the corresponding service simply click on the square icon with the service offered, such as Mortgage, Home Inspection, Home Warranty, etc.
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Before you click on the service provider, only you will see the Trusted Service Providers in your loop. Clicking on the icon will open a box, giving you the option to put them into your loop with your clients, and you'll actually see the connected Trusted Service Provider added to the People section of your loop. The service provider will receive an email stating you want to connect with them, and that's it! Once they are added to the loop, you can begin sharing documents between you, your clients, and the Trusted Service Provider.
Adding your trusted service providers
Navigate to the People Section of your account. You will see a list of square icons to the right showing each type of service offered. Clicking on each icon will allow you to set up the corresponding service type. From here you will immediately be placed in the TRUSTED SERVICE PROVIDERS portion of your People Section.
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Choose the proper industry for your new Trusted Service Provider and simply click their respective service type icon.
You will be prompted to enter their information.
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Click Add Your provider (in the instance Utility Provider) and fill in their Full Name and Email Address, then click ADD PROVIDERS.
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Once added, you will return to the previous screen where you will choose DONE.
[image: https://support.dotloop.com/hc/en-us/article_attachments/216755728/5.png]
Your service providers' loops and connections
Within the People Section of your account, when viewing your Trusted Service Providers, you can view how many loops they've been included in and how many connections have been made in the past 30 days by clicking on the Service Provider type.
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Working With Templates
Utilizing templates while working within dotloop is fundamental in getting the most out of your account. If you are connected to a brokerage or association that has an agreement with dotloop, you can import all necessary documents for your particular transaction into the loop. Following the necessary steps when working with templates will save you countless hours allowing you to close more deals.
The templates section
When logged into your dotloop account, clicking the icon second furthest from the right will take you to the templates section. On the left side of the page all of your templates folders are listed with your two default folders, PERSONAL and INBOX, listed at the top. Anything added to your personal folder is visible on your account only. The inbox folder will house any PDF you have sent to your unique dotloop upload email address found under TEMPLATES on the left side of the page.
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If you're already connected to your brokerage and/or association, the folders that have been shared with you will appear below. Clicking the title of a folder on the left will then display all documents included in that folder. If you want to search for a particular document just click Search, next to the magnifying glass on the left side of the blue bar that goes across the page. If the title of the document is too long to be displayed, simply hover your cursor over the title of the document to show the full title. You will not be able to modify any documents shared to you by your brokerage or association because these are blank copies available to everyone associated. In order to fill out these documents, they must first be added to a loop.
Adding templates to your loops
To add templates to your loop click ADD DOCUMENT to the right of the folder you wish to add your template to and choose the TEMPLATES. Once clicked, a window will then appear listing all of your template folders on the left and the documents included in the folder you have selected on the right. Just like the templates section, you can select a folder on the left and then use the search bar at the top to locate particular documents. Click the checkbox or boxes corresponding with the documents you wish to add, then just select COPY on the bottom right.
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Creating template folders
As a member of dotloop you have the ability to create your own folders to include documents specific to any type of transaction you work with. To do so click + NEW FOLDER on the right side of the page on the blue bar. In the window that appears type the name of your folder then select CREATE FOLDER on the bottom. Once created, you now have the ability to add documents either from your computer or other template folders. Once documents have been added, you can change the manner in which they are sorted by clicking the three vertical dots to the right of + NEW FOLDER and select to sort by DATE ADDED, ALPHABETICAL, or LAST UPDATED. Within this drop down you may also download all documents within the folder or delete the folder.
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 Any documents you add from template folders provided by your brokerage or association are able to be modified within this folder. Any information applicable to all of your transactions like your name or NRDS ID can be entered into these templates. When adding documents to your loop, if you choose to add the document from the folder you created, any of the information you had previously filled in will be automatically included in the document.
Managing Your Loops
On your dotloop account there is a plethora of ways to organize and sort your transactions. Utilizing all of the features dotloop has to offer is fundamental in staying on top of all of your transactions and deals. You have the ability to organize your loops according to what status the transaction is in, which we recommend for most agents. Using dotloop you can easily organize your loops, choosing which loops you want to view and in what order you desire.
In addition to how you want to list and display your loops, you also have other resources like the activity log and notification center. These features allow you to conveniently keep track of every notification and action that you might receive such as getting a new message or getting a document signed.
Filters
On your dotloop account you have the ability to change which loops are displayed. Changing filters can allow you to choose the transactions in a particular review stage, loop status, or tags that may have been added by your admin. Using these features will help you better organize and manage all of your transactions. On your main loops page under the icons in the top right corner there is a FILTER button, which when open allows you to select your filter settings.
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In the filter drop down menu, you will notice three columns by which you can filter your loops: Review Stage, Loop Statuses, and Tags. If you are a member of a brokerage with a dashboard account and have submitted loops for compliance review, your admin will put the loop in a review stage correlating to the progress you have made in the transaction. If you wish to only view loops in particular review stages, click the checkbox next to the stage or choose SELECT ALL next to the workflow name to view all loops in that workflow. You may also choose to only views loops that have yet to be submitted which can be done by selecting the checkbox to the left of NOT SUBMITTED.
The second filter column, Loop Statuses, can filter loops to only display loops in a particular status.
The final column, Tags, are tags your admin has added on to particular loops based on different criteria to better help you and your brokerage organize and catalog your transactions. As an agent you are unable to add tags to your loops on your account and only your admin has the ability to do so.
After making any changes to your filters, always make sure to click the big FILTER button off the the right side for these changes to be reflected on your page. If you ever have any difficulty locating a particular loop, or just want to view every loop you have created, simply click CLEAR ALL next to the FILTER button on the right. Make sure to click the FILTER button for these loops to be displayed just like you would after making any changes to your filters.
Loop status
Within a loop you have the ability to categorize your transaction based on the current status of your transaction. Under the name of the loop you will see first the transaction type, then the loop status. Changing the transaction type will yield different options for loop statuses. This is a very important step as it will allow the loop to react properly. This step is important for autofilling, making listings active, and for keeping track of your dashboard stats. This is also important for filtering. The loop statuses here are what control what loops appear on your loops page, based on your filter settings.
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Activity log
To the right of the FILTER under your account icons you will see ACTIVITY LOG. Clicking this will take you to the global activity log of your account. Similar to the activity log found within a loop this displays all actions of not just one particular loop, but all loops across your account. No matter which profile a loop was created in, its activity will display in the global activity log. 
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By default the activity log will only display all actions from the past seven days on your account. You can change which activity is displayed by clicking LAST 7 DAYS next to DATE RANGE in the top right corner. A dropdown will appear where you can choose to display the past 30 days or select a custom date range by choosing CUSTOM, then select the thirty day period of time you wish to view.
Sort your loops
To change the order in which your loops display simply click DEFAULT to the right of SORT BY. A drop down menu will appear where you can change how loops are listed by information like closing date, last updated, and purchase price to name a few. Click the way you wish to sort your loops and the changes will be immediately reflected on your main loops page. pro tip: selecting the same sort by option a second time will flip the order it displays those loops!
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View type
On your dotloop account by default you will see your loops in Grid View, showing all of your loops in circles with the title of the loop in the middle. You can change the way your loops are displayed visually by clicking the blue icon with three white lines in the next to SORT BY. 
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Doing this will change your view type from Grid View to List View. In list view you can see all of your loops listed along with what status they are in. Also you have the ability to search for loops by clicking SEARCH on the bar that goes across the page, above your loop names.
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Notifications
On your main loops page you will also notice a flag that indicates any new notifications on your account. If you have no new notifications this flag will be blue(or the color your company has set your profile to), but if you have unread notifications this flag will be red. The notifications center is a great tool to view all recently signed or shared documents as well as messages and changes.
[image: https://support.dotloop.com/hc/en-us/article_attachments/217109667/7.png]
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How do I use dotloop if I'm a dual agent or have multiple roles?
Within dotloop at the current time you can only select one role for yourself. If you hold multiple roles within a loop, select the role for yourself that best fits. This will populate all information on documents for that role. Now, any places on the document that you need your name filled in, or to sign, you will need to manually fill and assign for these fields.
Click here for more info
I misspelled someone's name/email. How do I fix this?
To edit someone within a loop, navigate to the loop, and scroll down below the documents to the section labeled PEOPLE. Here, you will click on the three dots to the right of the person you wish to modify and choose the option EDIT. Here you will be able to edit any information of the person within the loop, however, if the person has created an account you will not be able to edit their information, and will need to reach out and request them to edit their information.
Click here for more info
How do I re-send a document I've already shared?
To re-send, or reshare, a document, first start by opening the document. Once open click the SHARE button. Within the share window, click on the RESHARE AND MORE OPTIONS link. Once here, you can check mark the person and click RESHARE to send the document again. Here you can also change the sharing permission selected, as well as remove the share from the person by hovering over their name and clicking on the "x" to the right of their name.
Click here for more info
How do I sort and filter which loops I want to see?
When on your loops page, at the top right are the SORT BY options to sort your loops. To filter which loops you would like to see, click on the FILTER option at the top right and check mark the loop statuses you wish to see. As an agent we recommend only checking options in the loop statuses column.
Click here for more info
How do I archive/delete loops and documents?
While you cannot delete loops or documents, you are able to hide them using the archive function. To archive loops, ensure that you have your filters set correctly to not show archived loops. Next, navigate to the loop and select the appropriate Transaction Type, followed by selecting the Loop Status of ARCHIVED. To archive a document within a loop, click on the three dots to the right of the document name and choose the option ARCHIVE.
Click here for more info
Why can't I see my company or association templates?
If you cannot see any company or association templates then you may not yet be connected to your company or association. To connect to your company, reach out and provide them with your email address so they can add you to their roster. To connect to your association, navigate to your profile icon (the circular icon at the top right, which will contain your profile picture or initials) and select MY ACCOUNT. Next, you will want to click on the PROFILES tab on the left, and then select your profile from the dropdown. Once there, scroll down to the section labeled BROKERAGE AND ASSOCIATIONS and click ADD ASSOCIATION. Here you can search for the association you belong to.
Click here for more info
How do I change my name, email, or password?
To change your personal information, navigate to your profile icon (the circular icon at the top right, which will contain your profile picture or initials) and select MY ACCOUNT. In this section you can edit your name esign name, change your email, or change your password. Once finished modifying the section, click on the SAVE button at the bottom.
Click here for more info
I can't find my loops! Where did they go?
When searching for loops, first ensure you are in the correct profile within your account. You can check this by clicking on your profile icon (the circular icon at the top right, which will contain your profile picture or initials). Here you can see which profile you have selected (which will be highlighted in black). If you are in the correct profile you can check either your ACTIVITY LOG, which is located at the top of your loops page, or you can clear your filters to show all loops. To clear your filters, click on the FILTER link at the top of your loops page, then click on CLEAR ALL, and then the FILTER button to the right of the clear all button. You can now search all loops on this profile.
Click here for more info
My account says it has been locked out for 24 hours, how can I get back into it?
To bypass the 24 hour lock on your account you can reset your password to gain access. To do this, go to dotloop.com, click SIGN IN, and then click FORGOT YOUR PASSWORD? and follow the prompts. Resetting your password will grant you access back into your account!
Click here for more info
I was shared a document, but cannot edit it. Why?
If you find you are unable to edit a document that has been shared to you then you might not have the appropriate permission to do so. To edit a document requires the permission CAN EDIT IN PRIVATE. When opening the document, at the top left you will see the document name and the permission you currently have. If the document prompts you to start signing, then you were shared the document to sign. We suggest reaching out to the party that shared the document with you and requesting the ability to edit in private.
Click here for more info
I have missing documents in my loop/How do I unarchive documents?
If you are missing documents in your loop, or have archived them, you can find them and retrieve them easily. First, make sure that on your loop you have no documents check marked. Next, to the right of the word DOCUMENTS you will see a link that says SHOW ARCHIVED. Clicking on this link will show you all you archived documents at the bottom of the list, with grey lettering. If you wish to unarchive these documents, simply click on the three dots to the right of the document and choose the UNARCHIVE option from the drop down.
Click here for more info
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