DOTLOOP 101 — Creating a Loop
Logon To MyKW.KW.COM

eEdge Control Panel

MyTransactions — click plus icon — select “Transaction Home”

eEdge Control Panel myBusiness

myLeads myMarketing ©
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View Contacts (0) eEdge Messages 3

myMarket Center Intranet » Listing Transactions

Greensheet

Dotloop MyTransaction Home Page

Select “Create a Loop”

myTransactions

New to dotloop? Watch our training videos! Filter  Activity Log Last updated v

Create a loop '

Loops

Loops are online workplaces. Use loops for home sales, apartment rentals, expense reports or anything.
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Create a loop

e Name the loop: 1234 Houston Drive_Last Name
e Select “Create Loop”

Createaloop

Examp l||E||I S NE

ome constructi

Create loop




*Sample Contract- Please refer to your sample contract for the
corresponding information in the next sections *

You’ve created a loop...What now?

1234 Houston Place Last Name
Documents

e C(Click “Select from your templates”

Vi1dl 15dCu0 ) N,

< Back to loops Activity Log Private v Submit for Review

1234 Houston Place Last Name

Documents m °

Folder Add Document

Drag & Drop &€s here...
Select from your computer for Select from your templates

Documents
e Select “Listing Template”
e Select “Select all”
e Select “Add Documents”
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Thousands of brokerages and associations around the country are providing a library of interactive forms
to help their agents close deals faster. See if yours is one of them. Add Association

POCUMENTS a

Keller Williams - Dallas... TX - Residential Real Property Affidavit (TAR 1307)
Listing Template TX - Disclosure of Relationship with Residential Service Compan.

Lease Listing TX - Information About On-site Sewer Facility (TAR 1407)

Property Management TX - Seller's Disclosure Notice (TAR 1406)

. TX - Addendum Regarding Lead-Based Paint (TAR 2008)
Buying Template

TX - Non-Realty Items Addendum (TAR 1924 / TREC OP-M)

TX - Addendum for Property Subject to Mandatory Membership

Cancell Add documents




1234 Houston Drive Last Name
e Select “Edit Details”

dHouston Drive_Last Name

Documents ()
Folder Add Document
Drag & Drop files here...

Select from your computer or Select from your templates

-Within Details you can edit Contract Information such as contract price, status, title, mortgage,
sales price, other agent information and brokerage, photo, etc. -

- At this moment Green sheets are still being submitted through your green sheet tab under the
transactions, not from Loop details. See photo below on where to find green sheets-
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1234 Houston Drive_Last Name

e Upload Photo
a. Select photo from laptop
e Loop Status

a. Active
e Transaction Type o
a. Sale-Purchase
e People

a. Add your clients
I. Jane Doe



Il. Pair up with a partner, and enter their email address for this
exercise. We will be sending contract documents to one another as
if you were the “client”. This way you will see what your clients
see.

e Contract Details
a. Fill in corresponding details such as address.
I. *If this loop had a contract submitted, you would be able to add
additional information under details. *
e Click “Save”
e C(lick “Back to Loop”
*Note: We will build to this loop next class, so do not delete loop. *

Adding Details to Loop Documents

o Seclect “Residential Listing Agreement”

Documents (]

Folder Add Document
TX - Residential Real Property Affidavit (TAR 1...

TX - Disclosure of Relationship with Residenti...

TX - Information About On-site Sewer Facility...

TX - Seller's Disclosure Notice (TAR 1406)

TX - Addendum Regarding Lead-Based Paint (...

TX - Non-Realty Items Addendum (TAR 1924 /...

TX - Addendum for Property Subject to Mand...

TX - Adgd

TX - Residential Listing Agreement - Exclusive Rig...

TX - Informatiol ge services (T...

Assign Signatures?

® Seclect Person “Jane Doe”

® Seclect “Assign”

® Fill in corresponding Information from the contract. Keep your broker
associate information as your own.

*example on following page*



Assign signatures?

To saye tia

seller 1 Jane Doe JaneQBBa@gnD

Seller 2

Listing agent

*Because you have “assigned” your seller to the contract your initial and signature
field for your clients will automatically populate in their signature field.*

How do |, the agent, sign?

e Seclect “Listing agent initial field”

e Select “Assigned to”

e Select “Your Name” (Listing Agent)

e Select “Sign Now”

e Seclect “Confirm and Sign”

e Seclect “Save & Share”

o Repeat these steps for T-47, Sellers Disclosure and IABS

ans, atlc rans, mail Doxes, television antennas and satellite dish system and
brackets for televisions and speakers, heating and air-conditioning units,
equipment, wiring, plumbing and lighting fixtures, chandeliers, water softener
nt, garage door openers, cleaning equipment, shrubbery, landscaping, outdoor
all other property owned by Seller and attached to the above-described real

ing described related accessories, if any: window air conditioning units, stove,
1s and rods, blinds, window shades, draperies and rods, door keys, mailbox
|, swimming pool equipment and maintenance accessories, artificial fireplace
[i) satellite dish systems, (ii) garage doors, (iii) entry gates, and (iv) other
ssories

D. Exclusions: The following improvements and accessories will be retained by Seller and must be

removed prior to delivery of possession:
e’ Seller |1 Seller Page 10f 9

(TAR-1101) 03-02-12 Initialed for Identification by Broker/Assg

Assigned to Sarah Bordelon

ng IC Y
equlpment mounts and hrackels for telewsmns and speakers, heating and air-conditioning units,
security and fire detection equipment, wiring, plumbing and lighting fixtures, chandeliers, water softener
system, kitchen equipment, garage door openers, cleaning equipment, shrubbery, landscaping, outdoor
cooking equipment, and all other property owned by Seller and attached to the above-described real
property.

C. Accessories: The following described related accessories, if any: window air conditioning units, stove,
fireplace screens, curtains and rods, blinds, window shades, draperies and rods, door keys, mailbox
keys, above-ground pool, swimming pool equipment and maintenance accessories, artificial fireplace
logs, and controls for: (i) satellite dish systems, (ii) garage doors, (iii) entry gates, and (iv) other
improvements and accessories.

D. Exclusions: The following improvements and accessories will be retained by Seller and must be
removed prior to delivery of possession:

(TAR-1101) 03-02-12 Initialed for Identification by Broker/Associate| and Seller| Seller ! Seller Page 10f9




Once all documents have been shared, go to your email account that you provided
for your partner. You will have a notification from Dotloop showing that you have
documents waiting. Please follow the steps as the “client” to sign.



