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What is Dotloop?

Dotloop is an online workspace that connects everyone and everything needed to
complete a real estate transaction in one place. Dotloop allows you to edit,
complete, sign, and share documents without ever needing to print, fax or email.

What advantages does Dotloop offer?

Since all your contract’s files will be stored in Dotloop, all these files will be accessible to
anyone who needs them. That includes yourself, your client, the admins, the broker,
and the accounting department. This also has the benefit of not needing to store so
many paper copies, as the copies are accessible from dotloop.com on your phone or
computer.

Why do | need to learn Dotloop?

Your broker and the accounting team use Dotloop to review your contract docs,
especially the P&S agreement and closing documents. Once learned, you should find
that Dotloop improves your workflow.



View & Manage Office Roster

Step 1: Click on the People icon in the menu bar (at the top).

' \ Zebulon Office
[][I[] I\t:).-f'l @ ® Oifice hd
Reporting Loops Tasks People Templates

Step 2: Click your office name (to the left)
/

Aaron Anthony (you)
Zebulon Office (admin)
aanthony@cbbullard.com

ZEBULON QFFICE

CB Bullard

Final Step 3: Click + ADD PERSON

6 users SEAR( + ADD PERSON
Aaron Anthony (you) ACTIVE TODAY
Zebulon Office (admin)
aanthony@cbbullard.com
CB Bullard ACTIVETODAY 3
Zebulon Office (admin)
accounting@cbbullard.com
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— Create a Loop —

Step 1: Click the blue button + Add Loop in the corner (on the Loops page).
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Step 2: “Loop Name” - Use the property address.
Tip: You can link all the property details from MLS if you click on an search result from MLS.

Add a new loop

o Loop Name a Template a Phote o Finish

Ursure of the property addoess? Put in your client's name for now — you can always change it later,

Step 3: “Template” - Usually, you'll pick Listing Loop or Buying Loop.
Templates add all the documents you'll need.

Add a new loop

o LOOP NAME s—— o Template ° Phaoto ° Finish

Listing Loop

Buying Loap

Non-Board Listing Loop
Hen:-Beard Buying Loop
Commercial Listing & Sale 'l
Cammaercial Leasing
Listing Lease Loop

Leasing Loap

Final step 4: "Photo” Add a new loop
Not necessary but looks @ we e —————— @ mmwie ——————— @) proto O
nice.

Change photo Delete photo
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— Add Documents from Templates —

Step 1: Open the loop

Step 2: Click temi)lates

MOT SUBMITTED &= QLISTING DOCUMENTS ADD DOCUMENT E
............................. ¢ memmmmmm e eee HRAG & DROP FILES HERE - === smememen= R s e
TEMPLATES BROWSE ; EMAIL
Add an interactive form by Selecting Search and add any POF from your : Artach the files you need 1o an email
one from emplates. compurter into this folder. and send them directly into this folder

Final Step 3: Find template

-Folders, left
-Search bar, top
-Documents, right

Choose documents to add.

COLDWELL BANKER BULLAR... SELECT ALL HIDE ALL DETAILS

LISTING DOCUMENTS Exclusive Seller Listing Agreement (GAR... POF

Updated September 01, 2020  Provided by Coldwell B...
NEW BUYER DOCUMENTS

LISTING LEASE DOCUMENTS Lead-Based Paint Exhibit (GAR F54) REQUIRED
Updated October 05, 2020  Provided by Coldwell B...

LEASE DOCUMENTS

GAR INTERACTIVE DOCUMEN... Seller's Property Disclosure Statement (... OPTIONAL

Updated October 05, 2020  Provided by Coldwell B...

WORKSHEETS



— Add Documents from Computer —

Step 1: Open the loop

Documents

Step 2: Click

Exclusive Seller Brokerage Engagement Agre...

Lead-Based Paint Exhibit (GAR F316)

Step 3: Click ‘Browse’ in the middle

Then navigate your computer's file system and
select the files. Maybe what you're looking for
is in Downloads or Desktop?

HOT SUBMITTED =

Final Step 4: an alternative: drag and drop!

0 1600 Ponn Sron WA - accnpted cffer.pdf
1000 Pern Ao WW - Colletr approval et
B00i Prrn S Wi « Earnart Morey.pdf
V00 Penes Aeve W - FAZ2 - Unesberall Ho.
1680 Penn Ave Wi - FAZ2 « Undlstersd Pio.
0 1000 P B N - Iniruitsons to Claci
G 160 Beren Srvw B - Berding Chasilint |
5] 100 Pen Bve N - Phto pg
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Documents




— Add Documents via Email —

Step 1: Open the loop

Step 2: Click Documents

Exclusive Seller Brokerage Engagement Agre... vorsiaRed Q1 [}

Lead-Based Paint Exhibit (GAR F318) N RED Q1 [ ¢

Final Step 3: Click Email

4OT SUBMITTED

The instructions state the following:

Attach the files you need to an email and send them directly into this folder.



— Add People to Loop —

Adding people does not give them access to anything in the loop. It simply allows you to share
documents to them. You might add clients and team members.

If you're an admin and you're creating a loop on behalf of an agent, ensure that they soon learn
to make their own loops. But for now, you'll have to “add them” to their own loop. So follow
these instructions!

Step 1: Open the loop by clicking on it.
Step 2: Scroll to the bottom & click Add Person. The People section looks like this.

People

Stephanie Benefield

=l admin for Coldwell Banker Bullard R...

Lora Ballard

Admin for Zebulon Office (you)

Final Step 3: Click checkbox ‘Add to my team’ if you want them to have total control over your
files. Typically, this is done only if they're your team member.

Send intro emal

Alternative way to add to team: click the «++ menu button beside their name.

vt par  FAUTIIIND TUT CUAIUANTEnl Dariinel Dullal W Mo N LR =L
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Admin for Zebulon Office (you)




— Sharing Documents —

Remember, documents are always private until shared. Documents can be shared individually
or in groups. To share documents, open your loop and follow these steps.

Step 1: Select documents

Note: Some documents require
different permissions. In this
case, select one group at a time.

Step 2: Click the SHARE button

Step 3: Select people to share
to, and give permissions.

Final Step 4: SHARE
An email will be sent.

123 Main St

Checkboxes

Documents

ything you add is priy

Real Estate Agreement

NOT SUBMITTED

Disclosure

OPTIONAL

ARCHIVE MAKE A COPY OPEN PRINT DOWNLOAD FA)

- GHESEED

ADD DOCUMENT  }

NOTSHARED Q7

(]
noTswaken 0F [ :

123 Main St

STING FOR SALE »+ PRE-LISTING VIEW DETAILS

Documents ARCHIVE MAKEACOPY OPEN PRINT DOWNLOAD FAX

ou add is private until shared,
& FOLDER
NOTSUBMITTED Real Estate Agreement

QPTIONAL Disclosure

ADD DOCUMENT  }
noTswaReD QF [}

NOT SHARED 0

Share 2 Documents

DOCUMENTS
Real Estate Agreement, Disclosure

WHO HAS ACCESS
Alan Agent, dotloop Dashboard, Looper Office

ADD PEOPLE

Seller

; Sally saller 1 FIELD ASSIGNED

ATTACH POF TO EMAIL

AND MORE OPTIONS




— The Review Process Pt 1 —

A few easy steps are required for the admin, broker, and accounting
office to review your loop and its documents.

The White House - Example Loop

Step 1: Open a loop like this one from the main menu.

Type: Listing for Sale ~
Status: Active Listing ~
Listing: $650,000
Creator: Aaron Anthony
Crested: 0/20/2023. 1114 PM

¢F Edit Tags ~ [ archive

Erfter

Step 2: dot@ premium dl @ VW R @ )
SUBMIT FOR REVIEW

You might be prompted
to enter missing details. 4500 W. Elm ~ @

LISTING FOR SALE *+ ACTIVE LISTING ~ VIEW DETAILS

Enter N/A if necessary.

Documents ADD FoLDER
Anything you add is private until shared.

& FOLDER ADD DOCUMENT 3
NOT SUBMITTED Real Estate Agreement sieheo Q3 [ &

Step 3: Select folders and SUBMIT Submit for review

Select folder(s) to submit for review and then categorize them,

A TAD OCUMEnts ZEBULON WORKFLOW ~

Buying Documents ZEBULON WORKFLOW

Disclosures ZEBULON WORKFLOW

INCLUDE A HELPFUL COMPLIANCE NOTE FOR ADMINS




— The Review Process Pt 2 —

Final Step 5: Set the review stage

e Agents, do this step after adding documents.
* If you are an admin, then review the documents for errors and set to BROKER REVIEW.
e If you are a broker, then review the documents and set to ACCT'ING NOTIFICATION

Documents

Anything you add is private until shared.

IMITIAL CONTRACT.x

Uploaded From Computer

erage Engagement Agree...

1ibit (GAR F316)

Seller's Property Disclosure Statement (GAR F...

REVIEW STAGES

1.Initial Contract Review - first step, admin is notified, reviews docs before broker
2.Return To Agent - for when admin or broker finds errors, it should notify the agent
3.Broker Review - second step, when admin is finished review, broker is notified

4.Add’l Docs Added After Review - for agents who have added documents
5.Accounting Notification - third step, when broker is finished



— How to Confirm a Document was Submitted —

Check the left side.

Unsubmitted documents
say “NOT SUBMITTED” or
IIPDF"

Submitted documents say
“SUBMITTED"” or “NEEDS
REVIEW”

NOT SUBMITTED

MOT SUBMITTED

MOT SUBMITTED

MOT SUBMITTED

\ OPTIONAL /

The White House - Example Loop

This Document Was Uploaded From Computer

Exclusive Seller Brokerage Engagement Agree...

Lead-Based Paint Exhibit (GAR F316)

Seller's Property Disclosure Statement (GAR F...

Community Association Fees Disclosure and ...

Documen

Anything you add

(o)

OPTIONAL

t

S
5 privat

until shared.

1t}

This Document Was Uploaded From Computer

Exclusive Seller Brokerage Engagement Agree...

Lead-Based Paint Exhibit (GAR F316)

Seller's Property Disclosure Statement (GAR F...

Community Association Fees Disclosure and ...




— Our Review Process As Described By Jon —

Here, Jon Morris describes the procedure for Dotloop files in this copy of his email. Basically,
the process goes from agent, to admin, to broker, to accounting.

10/27/2022

Good Afternoon. Please read this email, maybe refer back to it if you need. You may have
already noticed that we made a slight tweak on the process of loops - a test loop has been run
and all should work correctly now.

I'll outline the process below so that we can all be on the same page.

1.1t all starts with the agent (or admin - we all know it's the agent's paperwork and they should
be responsible for getting it to you in the system that the we use for this purpose)

2.0nce the agt hits submit for review, ONLY the admin for that office will be notified that the
loop is ready for review.

3.Admin is expected to view the documents for completion (just making sure it is there and
nothing obvious needs attention that would make it pointless to send on or whatever
instructions your Manager has provided)

4.Admin should not “Approve” any docs. (the red bar) Once the office admin views the loop
and peruses the docs they then change the status of the folder to “Contract Docs Ready for
Broker Review”

5.At that time the Broker will get notified that this this loop needs their attention. They should
approve, comment on, or return docs as needed (the red bar). Once the broker is
sufficiently satisfied with the contract the Broker should set the stage to “Acct'ing
Notification”

6.0ONLY “Acct’ing Notification” status will notify Julia, Lauren, and Jon. The contract does not
have to be perfect to send it on and certainly keep in mind that we can’t match earnest
money to a contract without knowing the contract exists.

HINT: You can set it to acct'ing notification for a second to alert acct'ing that this contract exists
and then change the status to a previous stage (like Return to Agt). For example, if a contract
has earnest money, but there are glaring training opportunities that need to be addressed with
the agent you can still notify accting and let the system help you coordinate the corrections
needed. A note to “CB Bullard” also gets delivered to the accounting email.

A couple other notes:

¢ If anyone hits “Submit for Review” while the loop is in “Acct’ing Notification” status the
admin & broker will get notified. This would be for amendments, corrections, or other docs
that typically follow the pending agreement. Once re-approved the loop should be set back
to acct'ing notification so that accting is aware of the change (even if it has no effect on the
commission, we'd rather get it and not need it, than not get it at all).

e Ifaloopisin“Return to Agt” status when the loop is re-submitted it returns back to “Initial
Contract Review" but the admin and the broker are notified the second time (this can
change per office if you prefer).

* You have all heard me preach about this, but those that are doing the agent’s work on
Dotloop may need to take special care that the process flows smoothly. The system is not
designed for admins to be the start of the workflow process, but as long as the status
matches above things should work correctly.



