Your Walk- Through Guide to Setting Up DocuSign, Opportunities, Preparing Documents,
Obtaining Signature,Compliance, and Commissions in Command.

Dotloop Transition Notes

Docusign Profile Set Up

Setting Up your NRDS ID

Starting a Transaction

Once in DocuSign

Once Under Contract

Commissions in Command ( Getting Paid)

Additional Things to Note

4 Most Important Steps When Doing a Transaction in Command

Dotloop Transition Notes

e Any loops that your transactions are not closing till 2022 Lynn has given the okay for you
to export as 1 full pdf to upload to command instead of individually. See below a quick
video on how to do that

e You will have access to all your old loops through dotloop as a FILE CABINET so your
login will stay the same but you will not have access to create new loops or access to
KW Templates. We will also have all loops on our secure server at the office for legal
purposes and if you need us to print out any or reshare with you through there we can.

e To Export Full PDF Docs from Dotloop to Command

Caleigh Lans - TEST @
PURCHASE v ' VIEW DETAILS \
Documents ARCHIVE MAKEACOPY OPEN PRINT DOWNLOAD FAX m
— &= CHRIS ADD DOCUMENT
,\ PDF Com Bill
- PDF Wire Instructions
—_——— &= BUYER PAPERWORK ADD DOCUMENT

Ridgewood Affiliated Business Disclosure

<]

Buyer -COVID19 Waiver SHARE

<]

KWVSR Permission to Advertise

(<]

Consumer Information Statement

Informed Consent to Dual Agency

[< ]

Exclusive Buyer Agency Agreement

Once you have the downloaded PDF you can add all the documents to Your
opportunity as ONE document



Details

Status: = Select

Seller Profile

Offers & Commissions

Status: Open @ ‘ Submit to MC & Go To Transaction

Notes Timeline

Residential v
Listed
Under Contract
Closed

v Custom Folders /

@ Add new Custom Folder

o Open

Listed v @ 3 of 13 documents uploaded

& Add comment

Attach Files From:

DocuSign

Working Folder:

Qelart

Include DocuSign Forms

STATUS w REQUIREMENT w DOCUMENT w TYPE w Show Archived
- Residential Listing — Add Document
© Uploaded Required DS Agreement
Agreement
Export Documents
® Uploaded e Py Informed ConsenttoDual . '~ njar-form-122b-informed-consent-
Agency to-dual-agency-seller-signed.pdf
X Consumer Information .
@ Not uploaded Required DS Disclosure Select.

Statement

Add item

FULL LISTING DOCUMENTS

Document type*

Other

Additional note

Source of Docume

DocuSign

My Computer (Manual) <—

DocuSign

Custom Folders

Cancel

Save

X

m Message Lynn when you go to submit for compliance and say the

following:

Select.

Status:

Residential v
Listed
Under Contract
Closed
w Custom Folders /
(® Add new Custom Folder

Attorney Correspondence

o Open

Under Contract v @ 0 of 4 documents uploaded

& Add comment ¢————

DocuSign

Attach Files From:

m o GoTo Transaction

Working Folder:

Select

STATUS w REQUIREMENT w DOCUMENT w TYPE w FILE w
@ Not uploaded Required Fully Executed Contract Contract Select.
o Fully Executed Lead Paint i
@ Not uploaded Conditional () . Disclosure Select.
Disclosure
Fully E d Seller's Discl
© Not uploaded Conditional (D ully Executed Seller's Disclosure 1.\ cure Select

Agreement

5 —F — ==




Under Contract: Checklist Comments

Use an '@' symbol to @ mention an individual and send a notification:

@Lynn Granski This transaction was started in dotloop. Please see the fully executed
copy of all documents \

a:

feeReey

Docusign Profile Set Up
[ Go into settings in command

N
Y Reese Cirino ~

Welcome Home, Reese

Reese Cirino
Personal

e e

o4

Tasks

Profile

Settings

« d Trainif
You have no tasks fo! e g

You can create a ne: Log Out

2 400D

{

[ Click connect account next to docusign

Digital Signature & Transactions

DocuSign \
DocuSign provides electronic signature technology and
DocuSign, . e . : ’ .g.y ) Not Connected Connect Account
) digital transaction management services for facilitating Current Status

electronic exchanges of contracts and signed documents

 Option 1 : (if you received a password) Sign In with the email given to you in Scott
Leroy Password Sheet



DocuSign Email X

Please input the email address associated with your existing

DocuSign account.

Preferred Email

testagent@kw.com

Don't have account yet? Create o

Log in to DocuSign

DocuSign Username/Email: testagent@kw.com Visit RealEstate.DocuSign.com to log in

Click here to learn how to use DocuSign

DocusSign is used to send contracts to clients for signatures through "Opportunities” within KW Command

Please follow these instructions to finish setting up your account.

Or feel free to provide the password for testagnet@kw.com, and we can finish setting up the account for you.

[ Login with Docusign

DocuSign
Please log in to your account

reesecirino@kw.com

LOG IN

Forgot password

Sign in as a different user

Gancel

@Engish(US) ¥ Help | Terms | Intellectual Property | Privacy Policy
Gopyright @ 2021 DocuSign, inc. All Aights raserved.

1 Verification acceptance - Go into your email



Verify a New Device (&xémal inbox x

Docusign via Docusign <dse_NA3@docusign net> 1:39 PM (O minutes ago) ¥y
tome +

Your DocuSign verification code is

156144

We noticed a login from a new device or browser. You can verify the device with this
code.

If this wasn't you, please change your password immediately to secure your account
For added security, we recommend enabling Two-Step Verification

Why did we send this?

We didn't recognize this device or browser. You might receive this email again if you sign
in from a new device or browser, you clear your cookies, or you use your browser's
private mode.

[ Copy and paste code to DocuSign
d Option 2: ( if you have been with our office a while)
d Type in name and email ( email cannot be associated with a previous DocuSign
Account) and click send registration

DocuSign Connection
Please input the email that you would like all DocuSign
documents to be sent from
Preferred First Name

Reese

Preferred Last Name

Cirino

Preferred Email

reesecirino@kw.com

Do you have an account already? Log in here

Send Registration Email

[ Accept invite in your email

You've been invited to join DocuSign Rooms fnbox x & C

Docusign via Docusign «dse. A3 @docusign.net 13PM O minutesage)  Fr &

KELLERWILLIAMS.

[ ]

Keller Williams Realty, Inc. invites you to join their account.

Keller Williams Realty, Inc. has invited you to join their Rooms account

Joining this account will allow you to securely view, share, and sign documents with al of
its team members, To proceed, Accept the Invite

Accepting this invite will create 2 new Rooms account
“The links inthis invitation will emain valid for a period of 30 days after its sending date

T o e oA 3 Kl Wiliams Reain e



d Create password and security questions

DocuSign

Activate Your Account

Thank you for choosing DocuSign. Please complete the steps
below and click AGTIVATE to continue.

teallinkwagmail.com
Your password:
= Must be at least 6 characters long.
« Must not contain the characters <, > or spaces.
Enter a password

Retype the password

Password questions
DocuSign will ask these questions if you ever need to recover
your password.
Select a password question v
Answer #1

Add another question

By clicking the ‘AGTIVATE' button below, you accept the
Terms & Conditions and acknowledge that your data wil be
used as described in the Docusign Privacy Policy.

ACTIVATE

d Once set up in docusign ( you can log into docusign by going to
https://rooms.docusign.com/ )

DocuSign Rooms Dashboard ~ Rooms  Inbox  MyDocs a o kw [ RC )

AcTviTY
Reese Cirino
ressecrino@kvcom

Recently Viewed Rooms New Messages  view ar

Manage Profile
Thers are 1o new messages to view Any u
‘ messages n a oo will show here.

Contacts
Preferences

129 Spruce street, Midla.. 123 Main Street 123 Main - Listing Kendra Cirino - Listing cirno - isti

129 Spruce Sireet, Miclan 101 20Th St s, Cadar R

Switch to eSignature

New ROOMS  View All Log Out

P2 =

[ Click on your initials in the top right corner
[ Click on manage profile

DocuSign = My Profile

Reese Cirino
oo

PRIVACY & CONNECTED ~  SIGNATURES  STAMPS LANGUAGE &
SECURITY APPS. REGION

My Profile Information

Wanage your o control withother D
Name Roesa i >
Email Address resseciinogki.com >
Gompany and Titls Keler Willams Reaty, inc. >

74 Goawin Avenus
Address and Phone

2019259313

d Add your photo
d Make sure your contact information is correct
[ Create your signature


https://rooms.docusign.com/

Reese Cirino
reesecirnno@kw.com
Keller Wiliams Realty, Inc.

PERSONAL PRIVACY & CONNECTED SIGNATURES STAMPS LANGUAGE &
SECURITY APPS REGION

Signatures

Manage different signature styles and variations of your name.
DocuSigned by: DS
?-.u Cinno [/fa, Edit  Delets
EECB22A332TF47T5..

+Add New

If you would like to Deactivate the two-step verification process:
e disable both the two step verification and device verification with this link:
https://account.docusign.com/me/privacy-security/#/deviceverification ; once that is complete, we
can take a look at your DocuSign account for you!

e Below is a screenshot of how that should look once both are disabled. Please just let us know
once this has been completed. Thank you!

Privacy and Security

Actively manage your privacy and security. Keep your password and identification methods safe and up-to-date.

Password Updated on 8/23/2019 %
Two-Step Verification Mot Enabled >
Device Verification Mot Enabled >
Certificates 2
Recent Activity 25

Setting Up Your NRDS Number in DocuSign:
[J Godo https://rooms.docusign.com/mydocs


https://account.docusign.com/me/privacy-security/#/deviceverification
https://rooms.docusign.com/mydocs

[J Click on your initials in the top right then go to preferences

Doeusign‘ Rooms Dashboard Rooms Inbox My Docs
PERSONAL FORMS FORM TEMPLATES
Name (A-2) v

> [l MY DOCUMENTS (0)

[J Then go to integrations on the left and click on NRDS id to set it up

Docusign Rooms Dashboard Rooms Inbox My Docs

MY PREFERENCES USAGE

Reese Cirino

2 View My Profile zipForm® Settings

Link your zipForm® Plus account below.

Profile
’b ZipForm
Contact Information

Notifications
DocuSign Forms Settings

Inbox Details
Setup credentials to allow access to forms
qmlegrallons > > ]
Providers Owners
m National Association of Realtors Me

B  Company Forms Me

ADD PROVIDER

Integrations

Select which cloud storage services you want to see in the add files list

" v e

a o kw Q_c)

Reese Cirino

reesecirino@kw.com
Manage Profile

Contacts
—» Preferences
Switch to eSignature

Log Out

Share form access

Sharing

[J There will be a button that you can search your name and information if you don’t know

your NRDS ID
[J Without doing this step none of the documents will populate

Starting a Transaction:
[ Create a contact by clicking add contact

%
kw command B L) @R Reeseciino - (9

Reese Cirino's Contacts

& Import @ Add Contact

[d Click on that contact



d Go to opportunities on the right side

. e Timeline ~ Opportunities SmartPlans Tasks Notes Saved Searches
Kendra Cirino
Last contact on 8 days ago
v L 4 2 i
Date RgAge All Activity [ View Calendar (® Add Activity
Contact's Health Score 40%
sep 23, 2021
Mark as Lead
» i NEIGHBORHOOD VIEWED
reesecirino@gmail.com [T7  Kendra Cirino viewed neighborhood: PaNaMa ot 10:25 am on
09/23
- vee Timeline Opportunities SmartPlans Tasks Notes Saved Searches
Kendra Cirino
Last contact on 8 days ago
Most Recent W All Opportunities W @ Create Opportunity

m——
Contact's Health Score 40%

SEP 30,2021
Mark as Lead

(03 129 Spruce street - Listing
reesecirino@gmail.com

Stage Phase Commission
Staging Active 2.50%

Lead Source

[ Fill the information in

Create Opportunity I
Market Center* Team
Ridgewood
Opportunity Type* Owner*
Reese Cirino
Client* Co-seller

Kendra Cirino

‘Opportunity Name*
Custom tags
Estimated Closed Date

Coneel m

[ Then click on the opportunity card

Timeline Opportunities SmartPlans  Tasks Notes Saved Searches
Most Recent W All Opportunities o @ Create Opportunity
SEP 30, 2021

@ 129 Spruce street - Listing

Stage Phase Commission

Staging Active 2.50%

1 Go into details



m—
() 129 Spruce street - Listing

& KendraCiine & AyseDulany T3 Select from Listings
Details Seler Profile Documents Offers & Commissions Notes Timeline
Opportunity ID: 0887-4770892(J DAID: -- Lost opportunity
General Information Property
Last DocuSign Sync: 30 September 2021 | Countr
gn Sy P S sync Transaction L,
@ Al felds are synced with Docusign.
Address Line 1 - © Synced
Market Center Ridgewood Address Line 2 - © synced
Opportunity Name 129 Spruce street - Listing city - © synced
DD State/Province
G Zip/Postal Code - @ synced
Owner Reese Cirino
Bhnea Brtun N
— )
(5} 129 Spruce street - Listing

& Kendra Cirino & Alyse Dulany [E) select from Listings

Details Seller Profile Offers & Commissions Notes Timeline

Opportunity ID: 0887-4770892(3 DAID: - Lost opportunity

General Information Property

Last DocuSign Sync: 30 September 2021

Count
[ &3 Sync Transaction 7
(@ Allfelds are synced with Docusign.
Adress Line 1 - © synced
Market Center Ridgewood Aeizaliiag - © Synced
Opportunity Name 129 Spruce street - Listing city - © synced
Team

State/Province

Custom Tc
RESIES Zip/Postal Code. = © Synced
Owner Reese Cirino

Phaca Betiva RS

[ Choose the correct checklist on the left hand side

Residential w
l

P S

Residential 1
Condo/Co-op/Townhouse 0
NY Residential 0

Residential - Office Exec w/ & w/o 0
Cooperation

Commercial 0

[ Click start transaction in top right of the documents

Offers &
Details Seller Profile Documents Commissions Notes Timeline

Status: ‘ & Start a Transaction ’

[ Login with your DocuSign email and password



DocuSign  rooms

reesecirino@kw.com

CONTINUE

1 this will populate all documents from documents to docusign
Once in DocuSign:

d Fill out details section

123 Main Street
ID: #5922716 reated: 10/1/2021

Name side -

Created by
123 Main Street List Side Ridgewaod Service Account on 10/01/2021 at 01:42 PM
 ROOM INFORMATION 2 vsELER1  AcTions M
Local current ey Under contract MLS ID Ll
No Kendra Cirino

[ Fill out your documents
[ Add any additional documents needed by:

123 Main Street
ID: #5922716 Created: 10/1/2021

DETAILS DOCUMENTS PEOPLE ENVELOPES MESSAGES HISTORY L]

B Computer
Document Finder Name (A-Z) v  ActiveDocuments v = P

v [l rOOM DOCS (12) m DocuSign Forms NS

d Add document
4 Choose docusign forms (for in house forms)
[ Choose computer for additional PDF documents that may need to be signed (
example: Buy Side LP/SD)
d Select the documents you want to send to your client

123 Main Street
ID: #5922716 Created: 10/1/2021

- EH

Document ey

W=

Name (A-Z) v  ActiveDocuments v m =
o m Select All

~ [l ROOM DOCS (12)

i ACTIONS
—— o
FATY
KELLER
— =
- ot
o £5
KW 887 - Commission Bill Keller KW 887 - Permission to NJAR - Form 118, Contract of
Williams Village Square Realty Advertise Sale
with Wire Payment Instructions 10/1/2021 10/1/2021
10/1/2021
Reese Cirino Reese Cirino Reese Cirino
Keller Williams Realty, Inc. Keller Williams Realty, Inc. Keller Williams Realty, Inc.



 Create an envelope

[ Rename Envelope Name
[ Choose recipients by pretagged roles

Please DocuSign

Add Documents to the Envelope

{ Foru |
KW 887 - Permissio... : NJAR - Form 118, C... :
1 Page 13 Pages
Reese Cirino « Reese Cirino -

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope.

*4 ADD RECIPIENT v /

¥ Pre-Tagged Roles

Add Pre-Tagged Roles

Q Search
Role Documents Recipient
v Seller One KW 887 - Permission to Advertise, NJA... Kendra Cirino v
v Seller Two KW 887 - Permission to Advertise, NJA... -- Select -- v
v Listing Agent KW 887 - Permission to Advertise, NJA... Reese Cirino v
Seller Three NJAR - Form 118, Contract of Sale -- Select -- v
Seller Four NJAR - Form 118, Contract of Sale -- Select -- v
Buyer One NJAR - Form 118, Contract of Sale -~ Select - v
Buyer Two NJAR - Form 118, Contract of Sale -- Select - v

ADD SELECTED CANCEL



Add Recipients to the Envelope
As the sender, you automatically receive a copy of the completed envelope.

1 Seller One NEEDS TO SIGN v MORE ¥

Kendra Cirino 8

reesecirino@gmail.com

1 Seller Two NEEDS TO SIGN ¥  MORE v
ull name -]
Email

2 Listing Agent NEEDS TO SIGN ¥ MORE v
Reese Cirino 2]

reesecirino@kw.com

*2 ADD RECIPIENT v

Message to All Recipients

4 and recipient order

[ 1. Your clients

d 2. Yourself
[ Change Message to All Recipients
[ Click next in top right

Please DocuSign ® ACTIONS v

Add Recipients to the Envelope

Aec tha candar vnii antamaticall racaiva a ranv of tha ramnlatad anvalana

4 Prepare any last minute additional add ins in all documents
d Make sure everyone's signatures are correct
[ Add signatures to any uploaded pdf documents

Kendra Cirino v 59% v

Q_ Search Fields x ] [P ——————— KW 887 - Permission to Advertise.pdf A

VILLAGE SQUARE ;
kW REALTY Recesl

KELLERW

Standard Fields

% # Signature

PERMISSION TO ADVERTISE

[ DS initial

, (= Date Signed

°
- Name

-
&4 Email NJAR - Form 118, Contract of Sale.pdf v
B Company

@ Title

T Text
Checkbox

[¥) Dropdown

[ Once done click send

Once Documents are signed by ALL parties:
[J Go into documents in your opportunity



Attach Files From:

eee

My Computer (Manual) ey

My Computer (Manual)
1 FILE w

DocuSign «

[ Change attach files to DocuSign

Attach Files From: \
oo

Listed v @& 0 of 10 documents uploaded .
DociiSian

nclude DocuSign Forms
STATUS w REQUIREMENT WDOCUMENT w TYI Show Archived

Add Document

Not ) Residential ListingAg
uploaded LRI o Agreement ent
9 Add Comment to Checklist
Export Documents
P Not T DS Informed Consent Dis P
equire
uploaded o to Dual Agency re

[J Click the three dots and choose include DocuSign forms

Not Residential ListingAgreem
Required DS
@ uploaded 2 Agreement ent

Showing .pdf

Not § Informed Consent Disc
uploaded R o5 to Dual A
P o Dual Agency  re NJMLS - Residential

Consumer i Listing Agreement .pdf

Not ) . Disclosu

(%) Required DEN Information

uploaded
Statement Protect Your Family

Not : Seller's Disclosure Disclosu From Lead in Your

Required (D
uploaded Agreement re

Home.pdf

[J Assign the correct documents to its placeholder
(J Submitto MC
[J Once compliance has been approved and signed by sally you will get an email (Listing)

[J REMEMBER FOR LISTINGS NO LISTING CAN GO LIVE UNTIL ALL DOCUMENTS
HAVE BEEN APPROVED IN ADDITION TO SALLY’S SIGNATURE

[J If your opportunity is returned once you add/correct the document you will click resubmit
for Sally to approve

Once Under Contract:



command i C €.} Reeseciino - (2

ng (Active) Client Updates: ~ Off = oo l ‘ Client Updates ‘ ‘ (h Export Documents ‘

& reese cirino [ 1101 20Th St Sw Cedar Rapids, IA 52404

Details Seller Profile Documents Offers & Commissions Notes Timeline

Status: Status: Open @ Submit to MC

Residential v Attach Files From:

Under Contract w @ 1 of 4 documents uploaded —
DocuSign

Listed © Retumed

STATUS w REQUIREMENT W DOCUMENT w TYPEw FILE W

@G0R2A00Mii @B

© Uploaded Required E Fully Executed Contract Contract njmis-condo-coop-townhouse-worksheet-(1).pdf | - |
Closed =

Not uploaded Conditional ®
w Custom Folders @ i ® Fully Executed Lead Paint Disclosure

@ Add new Custom Folder Fully Executed Seller's Disclosure

Notuploaded Conditona
@ Nty Agreement

© Notuploaded Required D Attorney Coorespondence

You would click under the checklist under contract documents
Click go to transaction
Prepare any documents needed to send to your clients ( same steps as once in

docusign)

Create a new envelope

Repeat all steps continued in once in DocuSign

Attach all documents to its placeholders

Make sure to create custom folder for Attorney Correspondence

0000 000

Residential »

Listed o Open
Under Contract

Closed

w Custom Folders

@ Add new Custom Folder

[ After the inspection has been completed submit under contract folder to MC



eodezsoomi oo

Soles Pipeine  Listing (Actve) Clent Updates: Off = oo ‘ [ Client Updates ] Export Documents ‘

(@ cirino - Listing

& reesecrno [T 110120Th St Sw Cedor Rapids, 1 52408

Details Seller Profile Documents Offers & Commissions

Under Contract v @ 1 of 4 documents uploaded
Listed © e
s v ReQURGNENT oocoutxT v e e
+ open
0 U et B o Erccted ot PP e ———
Closea
Bp— o otusns o] O Ful Exscted Leod Pant Disclosure
) Addnew Custom Folder = . Fully Executed Seller's Disclosure
c hares
© Notuploaded Required (D Attorney Coorespondence

[J If your opportunity is returned once you add/correct the document you will click resubmit

for Lynn to approve
[J Submit your commissions in command

Commissions in Command( Getting Paid!)

(O Watch this video that walks you through how to get paid!
[J Go to Offers & Commissions ( List and Buy Side)
[J Add all offers that you have received or made

[J Once you have a executed contract you will accept the offer
[J Once accepted you will be able to click on Manage Commissions

[J This is where you will input all of your information
[ Click edit general information
[J Add the contract date

[J (Buy Side): Take out the listing fee from the gross commission

[J If you are doing this you will then go to edit agent payment and
click the calculate commission button to correct the amount you

will get paid


https://www.youtube.com/watch?v=myI6SVIPRsc&t=953s

Edit Agent Payment

Agent Name*

Reese Cirino

Agent Units* Agent Gross Commission®
1 $12,50000
Associate Royalty 675000
Rate 60%
Spit 100.0%

Company Commission

Splt

Additional Deductions -$0.00
E20 000
KW Cares

KW Kids Can

BOLD Scholarship 4000
Netto Agent $8.000.00
Extra Payment Options ® Add item

Referrals, Bonuses, Deductions, Concessions

Details Seller Profile Documents. Offers & Commissions Notes Timeline

Offers & Commissions | Mariage Commission

Summary © 0pen
Total Commissien $12,500.00
Pay to Office $4,500.00

te Royolty
Sales Price Commission Rate Total Commission T
$500.000.00 25% $1250000 10
Additional Ded
Contract Date* Closed Date* DAID FaybAgents;
0325021 101421 - Reese Cirino $8,000.00
@ AddNote

Payment @ Add another Agent () Add Co-Broker Payment

Reese Cirino

Agent Units Agent Gross Commission NetPay to Agent Payment date
10 $12.500.00 $8.000.00 10/14/21

¥ PAYMENT BREAKDOWN

Agent Gross Commission $12500.00
Assaciate Royalty -$750.00
Rate 6.0% $300000
Actuok: 5000
Split 1000% ks
Company Commission -$3750.00

Next you would go to edit agent payment information



Edit Agent Payment

Agent Hame*

Reese Cirino

Agent Units® Agent Gross Commission®
1 $12,500.00
(% Calcuiate Commission

Associate Royalty -$750.00

Company Commission -$3.750.00
Spl
Addi < -$0.00
E&O 30.00
KW Cares £0.00
KW Kids Can £0.00

BOLD Scholarship

Net to Agent $8,000.00

Extra Payment Options @ Add item
Referrals, Bonuses, Deductions, Concessions

Cancel Save Changes

[J You can add charitable donations
[J (List Side): click add item next to payment options
[J This is where you will choose bonus
[J To put in the listing fee
[J Under Extra Payment Options :
[J Choose OUTSIDE REFERRAI

[J This is where you would put any outside referral
information
[J If you are co-listing or have a referral to someone in KWVSR

® aAdd another Agent  |@® Add Co-Broker Poyment

Payment

[J You are going to click add agent



Add Another Agent

Agent Name™

I""m-.;\.gerlnt Units™ Agent Gross Commission™

Associate Rowalty -50.00

[J Type in their name

[J Add the unit they will be getting

[J Then click calculate commissions to automatically calculate the
commission from gross commission

[J Once you have updated all information before clicking submit

[J Add any information you may want Lynn To know!

[J Examples
[ Referral agent company and the referral amount

[ Dual agency ( whether with yourself or another
agent)
[ If the date is still a little unsure

[J Then you click submit
[J You will get an email when lynn has approved it or if there

are any issues!

4 Most Important Steps When Doing a Transaction in Command

1. Choosing the correct opportunity type Initially



Create Opportunity I

Market Center* Team
Ridgewood
Opportunity Type* Owner*
Reese Cirino
Client* Co-Seller

Kendra Cirino

Opportunity Name*

Custom tags

Estimated Closed Date

Reese Cirino ~

Sales Pipeline / Listing (Cultivate)

Client Updates:  Off i = oo I l Client Updates I i h Export Documents
3 123 - Listing
& Natalie Certosimo 5 select from Listings
Details Seller Profile Documents Offers & Commissions Notes Timeline
Status:

Pick checklist type ¥

¥ Custom Folders To start work with opportunity please select checklist type first

(® Add new Custom Folder

3. Clicking the Check Box on Each Document THEN Clicking Create Envelope

123 Main Street
ID: #5922716 Created: 10/1/2021

Documents v L]
Document [ — Name (A-Z) v  Active Documents v
[ W |4 ol o Select All
~ [l ROOM DOCS (12) ACTIONS
Ly 0w o
KELLER
= {5
KW 887 - Commission Bill Keller KW 887 - Permission to NJAR - Form 118, Contract of
Williams Village Square Realty Advertise Sale
with Wire Payment Instructions 10/1/2021 10/1/2021
10/1/2021
Reese Cirino Reese Cirino Reese Cirino

Keller Williams Realty, Inc. Keller Williams Realty, Inc. Keller Williams Realty, Inc.

4. Choosing Pretagged Roles When Click Adding Recipients



Please DocuSign

Add Documents to the Envelope

KW 887 - Permissio... : NJAR - Form 118, C...
1 Page 13 Pages
Reese Cirino « Reese Cirino «

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope.

*a ADD RECIPIENT v /

D ¥ Pre-Tagged Roles

Additional Things to Note
e \When you create a room you will get an email that says you have been invited to

a room ( this is correct ) This is just stating that the “office” has added your room

KELLERWILLIAMS.

Ridgewood Service Account has invited you to join the roof
ccept the invitation to securely view, share, and sign documents in DocuSign
Rooms.

If you don't have a DocuSign account, we will guide you through a quick sign-up
process at no cost to you.

e Name the Opportunity For a listing ( property address) for a buyer( buyer name)



e Make sure your documents are on ALL Documents
[ S b
& rooms.docusign.comirooms/6204948/documents e |

el © Youtube 9 Maps [ Command | Dash.. @ ScottLe Roy Mark..

ignRooms Dashboard  Rooms  Inbox My

‘Georgia Merkel - Buyer - 123 Main St, Ramsey
1D: #6204948 Exp Closing: 1/15/2022

DOCUMENTS  PEOPLES’ ENVELOPES  MESSAGE:

If you are co-listing or co-selling with someone and you are not on a team the
only way that other agent will have access to those documents is if you add them

to the PEOPLE section of your Room . YOU ONLY WANT TO DO THIS IF YOU
ARE CO-LISTING OR CO-SELLING WITH SOMEONE

o Once you are in the room click on People then click add in the top right
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The office will be using opportunities as the way to find agents for specific
listings. Please make sure the opportunity name is the listing address



