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1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the big plus (+). (Create a new loop) 
3. Name your loop (Property address, Client name, etc.) and Click “Create Loop”. 
4. Click on “Edit Details” under the loop name. 
5. Enter the MLS # or Address of the property you are looking for. 
6. When it appears above click on “Yes, Link my loop to this listing”. 
7. When you add documents from your templates it will autofill the information from 

the other loop. 
8. When you are ready to submit to the other agent, select the documents you want 

to send and click “Share”. 
9. Type any message and click “done”. 

Items required in order for this to work 
1. Listing Agent must assign themselves the role of “Listing Agent”. 
2. Loop must be “Active” 
3. Address and/or MLS number must be in the “edit details” of the loop.

MAKING AN OFFER 
FINDING A LISTING

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the big blue & white plus (+). 
3. Name your loop (Property address, Client name, etc) and Click “Create Loop”. 
4. Click “Edit Details” and enter all the information for your transaction and “Save”. 
5. Click “Add Person” (Clients or Agents in the transaction), enter their name, email 

and select “role” and click “Add Person”.  Repeat for each person. 
6. Under Documents, click on “Add Documents” and select “templates” then the 

forms that you want for this transaction. 
7. When you are ready to turn into the office: click “Submit for Review” (top right) 
8. Enter the address of the property and click “Next”. (Only asks if not previously 

entered in the edit details) 
9. Select the “Folder” of documents you want to turn in and “Select Type” to tell the 

office if it is a “Contract” or “Listing”.  
10.Write a comment at the bottom if you want and then “Submit”. 

NEW FILE 
DOTLOOP TEMPLATES

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the big red & white plus (+). 
3. Name your loop (Property address, Client name, etc), then select a loop Template 

from the drop down, and Click “Create Loop”. 
4. Click “Edit Details” and enter all the information for your transaction and “Save”. 
5. Click “Add Person” (Clients or Agents in the transaction), enter their name, email 

and select “role” and click “Add Person”.  Repeat for each person. 
6. When you are ready to turn into the office: click “Submit for Review” (top right) 
7. Enter the address of the property and click “Next”. (Only asks if not previously 

entered in the edit details) 
8. Select the “Folder” of documents you want to turn in  and write a comment at the 

bottom if you want and then “Submit”. 

1. Email documents to yourself, in the order you want them. 
2. Save the attachment to a place you can find it. (ie: My Documents or Desktop) 
3. Sign into myKW.KW.com and Click on myTransactions: 
4. Click on the big red & white plus (+). 
5. Name your loop (Property address, Client name, etc.) and Click “Create Loop”. 
6. Under Documents, click on “Select from your Computer”. 
7. Browse through your computer where you saved your emailed documents and then 

click “Choose”. 
8. Click “Submit for Review” on the top right. 
9. Enter the address of the property and click “Next”. 
10.Select the “Folder” of documents you want to turn in and “Select Type” to tell the 

office if it is a “Buying” or “Listing”.  
11.Write a comment at the bottom if you want and then “Submit”. 

Don’t forget to Submit your Greensheet!! (Sales Only)
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1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the Template/Document logo at the top right. 
3. Click on the down arrow next to the word “Documents”. 
4. Click on “Add Folder”. 
5. Type a name for your Folder of documents like: “My Listing Forms” and then click 

“Create Folder”. 
6. Either “Select from your computer” or “Select from your templates” to find the 

documents you want in your template. 
7. If you want to build from an existing list of documents you can click the arrow on 

the right and select “Duplicate”.  If it was a list you created, it will also give you an 
option to “Rename” or “Delete”.

NEW TEMPLATES 
DOCUMENT SETS

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on any loop. 
3. At the bottom click on “Add Task”. 
4. Click on the red circle with the arrow to “Add task list” or “Load Template”. 
5. If you are starting new, start typing the tasks you want, hit enter until done with 

your list of tasks. 
6. Once your list is complete click on the arrow next to your task list folder and select 

“Create Template”. 
7. Name the template and then click “Create Template”. 
8. Each time you go into a loop and want to use this list, just select “Load Template”.

NEW TASK LISTS 
PERSONAL CHECKLISTS

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the loop you want to share documents in. 
3. Click “Add Person”, enter the client name & email address, click “add person”. 
4. Assign them a “role” of “Buying Agent” or “Listing Agent”. 
5. Once you have modified the documents, your client has signed them and you are 

ready to share them; from the summary page, check the box next to each 
document and the select “share” (top right). 

6. Check the box next to the agent’s name and select “can edit in private”.  This 
option does not automatically share the documents back, so the agent will have to 
share them back to you when completed. 

7. Type your message to the agent, if any and click “share”. 
8. Click “done” again unless you want to share it with someone else. 
9. To verify who can see what, hover over the number to the right of the document 

and it will show the names of the people that can view it.

SHARING WITH OTHERS 
SENDING TO AGENTS

SHARING WITH OTHERS 
SENDING TO CLIENTS

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the loop you want to share documents in. 
3. Click “Add Person”, enter the client name & email address, click “add person”. 
4. Assign them a “role” of “Buyer”, “Seller”, or other role. 
5. Once you have modified the documents and you are ready to share them, from the 

summary page, check the box next to each document and the select “share”. 
6. Check the box next to the client’s name and select “can view” or “can fill & sign”. 

Either one of those automatically sends the documents back after they are signed. 
Share documents by permission.  Can Fill & Sign will give the client permission to 
edit all of the fields on the document. 

7. Type your message to the client, if any and click “share”. 
8. Click “done” again unless you want to share it with someone else. 
9. To verify who can see what, hover over the number to the right of the document 

and it will show the names of the people that can view it.

By Carolyn Thompson, cthompson@dotloop.com 
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NEW FILE 
DOTLOOP EMAIL

1. Email documents in order you want them to yourself at: 
______________._______________@upload.dotloop.com 

2. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
3. Click on the big plus (+). 
4. Name your loop (Property address, Client name, etc.) and Click “Create Loop”. 
5. Under Documents, click on “Select from your Templates”. 
6. Click on “Inbox” and select the document(s) and then click “Add Templates”. 
7. Click “Submit for Review” on the top right. 
8. Enter the address of the property and click “Next”. 
9. Select the “Folder” of documents you want to turn in and “Select Type” to tell the 

office if it is a “Buying” or “Listing”.   
10.Write a comment at the bottom if you want and then “Submit”. 

By Carolyn Thompson, cthompson@dotloop.com

FILE NAMES 
OFFICE POLICY

1. Loop Names: 
a. Use Address and Customer Last Name for example:                                  

123 Main Street, Wilmington, NC - Jones 
b. If no address is available for example working with Buyer(s) use Last Name: 

Smith Buyer Forms 
2. Folder Names: 

a. For Listings, name the listing folder:                                                      
Listing Documents 

b. For Offers us Last Name and “offer documents”:                                     
Smith Offer Documents 

c. Once the offer has changed to a contract, “Rename” the folder to “contract”: 
Smith Contract Documents 

d. If it closes or terminates, change the name next to it to include the status:  
Smith Contract Documents - Terminated                                                
Smith Contract Documents - Closed 1-1-15

By Carolyn Thompson, iCarolyn.com By Carolyn Thompson, iCarolyn.com

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on any loop. 
3. Click on any document in your loop. 
4. While in the document, apply all of the fields that you want: Signatures, Initials, 

Text, Names, Checkboxes, Radio Buttons, Strike Through or Dates.  Remember to 
assign any fields to the “role” and not any specific person in the loop. 

5. Under “More” select “Save as Template”.  It will ask you to save your document if 
you have not done that already.  It will open up your template folders and you will 
need to select the location for your template and click “Save In Folder”. 

6. Click on the red circle with the arrow to “Add task list” or “Load Template”. 
To use the template: 
1. Load and Open a document in a loop with the same number of pages as your 

template has. 
2. Click at the top under “Moore”, and select “Apply Template”. 
3. Choose the template and click “Apply” and save when done.

FORM TEMPLATES 
CREATING AND APPLYING

By Carolyn Thompson, cthompson@dotloop.com

NEW FILE 
CREATE WITH EMAIL

1. Email documents to yourself, in the order you want them. 
2. Using your dotloop email address:  (FirstName).(LastName)@upload.dotloop.com, 

forward the email with the documents to the above address, from your profile 
email with the subject of: “NEW LOOP: (Address/Loop Name)” 

3. Click “send”. 
4. Sign into dotloop.com. 
5. Click on the new loop that you just created. (Anything typed after “new loop:”) 
6. Click “Submit for Review” on the top right. 
7. Enter the address of the property and click “Next”. 
8. Select the “Folder” of documents you want to turn in and “Select Type” to tell the 

office if it is a “Contract” or “Listing”.  
9. Write a comment at the bottom if you want and then “Submit”. 

http://www.dotloop.com
http://dotloop.com
mailto:cthompson@dotloop.com
mailto:cthompson@dotloop.com
http://www.iCarolyn.com
http://www.iCarolyn.com
http://www.iCarolyn.com
mailto:cthompson@dotloop.com
http://www.iCarolyn.com
http://www.dotloop.com
mailto:______________._______________@upload.dotloop.com
http://dotloop.com
mailto:cthompson@dotloop.com
mailto:______________._______________@upload.dotloop.com
http://dotloop.com
http://dotloop.com


RECEIVING AGENT 
EDITING AND SHARING

By Carolyn Thompson, cthompson@dotloop.com By Carolyn Thompson, cthompson@dotloop.com

NEW CLAUSE 
CREATE AND REUSE WORDS

By Carolyn Thompson, cthompson@dotloop.com 

1. In the email from the sending agent is a 2 minute video that explains things. 
2. Click on email link that says “View Documents”. 
3. Once opened up it will ask you about “Assigning Fields”, you can easily add clients 

to these roles.  Keep in mind the other people and agents in the loop WILL NOT 
see your client’s email address. 

4. Next to the role (Seller 1, Buyer 1, etc.) select “add person” and type your client’s 
name and email address.  Repeat for each client if more than one, the click 
“apply”. 

5. It will open up the password section and ask you to enter your password or create 
one if you have never signed in before, then click “sign in”. 

6. Anytime you modify a document, it will display a message that you are modifying a 
signed document and will clear the signatures, this is normal if you are countering. 

7. Click on “Save and Share” at the top right when complete to send to your client. 
8. After client has signed, “Share” the documents back with the other agent.

By Carolyn Thompson, cthompson@dotloop.com

PEOPLE 
ADDING TSPS AND CLIENTS

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the “People” at the top right in the middle. 
3. Under Trusted Service Providers (TSP), if you have none, it will show you “Get 

Started for Free” to begin. 
4. It will display a window asking what kind of TSP, name and email address.  You can 

add as many as you want and then click “Add Service Providers”. 

• They will not be displayed until the provider becomes a premium dotloop member. 

1. Sign into dotloop.com. 
2. Click on Contacts, once highlighted, click “Add Person”. 
3. In the window add the client’s First, Middle and Last Name and email and then click 

“Add Person”. 
4. Once added, you can click on the client name and edit more information for the 

client and click “save”.

MERGING LOOPS 
NO MORE DUPLICATES

In order for the “merge” option to work, there are few things to know.   

• The loops you are merging can NOT have any of the same people or it will not 
work!! 

• The name of the merged loop will be the name of the second loop you choose, not 
the loop you go into the edit details to “merge” with another. 

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the loop that you do NOT want to keep the loop name. 
3. Click on “edit details” at the top under the loop name and  
4. Scroll down to the bottom and click on “Merge”. 
5. Search for the loop that you want to merge this one with and click “merge” 
6. You will see some warning messages that will tell you it can not be undone and 

that you need to “confirm”. 
7. Once it is done, you will see all of the folders from each loop in the new merged 

version of both loops together.

1. Sign into myKW.KW.com and Click on myTransactions: (or sign in at dotloop.com) 
2. Click on the “Templates” at the top right. 
3. Select “Clauses” and click on “New Clause”. 
4. When the box comes up, type the phrase, sentence or paragraph you want to 

reuse on multiple documents.  When done click “add”. 
5. Now that you have a clause, you can repeat the steps above to add another or you 

can click the down arrow next to the existing one and you have 2 options - “Edit” 
or “delete”.   
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