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To Log into your DS Rooms account, go to: https://rooms.docusign.com
Enter your email address followed by continue

Enter your password followed by login. If for any reason you have forgotten your pw you can select forgot password to
reset.

Once you are logged into DocuSign Rooms you will be taken to the Dashboard of your account.

To create a new room, click on Rooms and then Click on NEW in the upper right.

Enter the property information.
Use the property address as the Room Name.

Your room role should be Agent. Do not change this room role, or you will lose access to tasks lists and other
predefined features.

When you have completed updating the information add a property photo, to add a photo select upload

Select the image to upload from the file you have saved it in on your computer, then select save in the upper
right-hand corner.

If you are not the listing agent and don’t have a photo of the home, you can go to the listing on the MLS. Click
on the main photo to get the enlarged view. Right click on it and Save Image As.

Save the photo to your Desktop or wherever you will easily find it on your computer.

SETTING UP YOUR ROOM
When you are first in your Room, you will be taken to the Details tab. Fill in the first 3 sections (or 4 if it is
your listing) by clicking on the EDIT button. If you did not add your photo when initially opening your room,
you can also select upload from this tab to do it now.

When finished editing the details page you must select SAVE or you will lose your updates. If you do not see the
SAVE selection in the bottom right-hand corner check to see that you do not have a cookies pop-up blocking it.

Next select the TASKS tab. To attach your task list, click on the ACTIONS button on the
right-hand side, then select ATTACH TASK LIST

Choose your corresponding Task List from the drop-down menu and select Attach.

There may be a couple instances where you will need to remove and reapply a task list. 1. If you applied an incorrect
list. 2. If a buyer has been added or the transaction is being transferred to a new assignee. When the latter happens,
you will need CAR form AOAA (Assignment of Agreement Addendum) for your file, and you will need to remove
an re-apply your task list, so all of the fields become open for you to upload your documents signed by the
buyer/assignee being added. This includes transactions where a non-borrowing buyer is being added to title only. To
remove a task list, from the Tasks tab select the Actions button and select Remove Task List. This will remove your
task list, all docs previously applied will drop to the bottom of the room and you can once again follow the steps for
adding a task list to your room.

Task Fields should now appear in the Documents tab of your room and you can begin adding documents to your
transaction

Tiles appearing as red in your room are required. Gray tiles may or may not be required based on each
individual transaction. For example, if you are working with an FHA buyer, the tile for FHA Amendatory
Clause will be gray, but it will still be required for a completed file.

IMPORTANT - Only Fully Executed documents should go into the tiles. DO NOT assign/
upload multiple documents to a single task placeholder. If you do, the document will be declined
until the document has been combined into a single pdf and re-attached. ALWAYS begin your
upload with the contract (RPA, RLA, LEASE) these items enable us to audit supporting
documents in the file. Failure to upload the contract first will result in your documents being
declined, and you will need to reapply them once you have provided the contract.

UPLOADING FILES
To upload a file directly to a tile, from a document saved directly on your computer click the corresponding tile.
Select UPLOAD NEW DOCUMENT.

Select the document you wish to attach from its location on your computer, Select open

Then Select ASSIGN.

You can add multiple files to your room by selecting ADD followed by the location of the documents.

Select the files you want to add to your room followed by OPEN.

Your documents will now appear in the bottom of your room, in the file folder labeled ROOM DOCS.

You may now either drag and drop documents into the correct tile, or go the tile from your task list and add
them following the steps for adding documents direct to tasks listed above, substituting the UPLOAD NEW
DOCUMENT step with selecting the document from those available in the room followed by ASSIGN.

To Combine Documents into a Single PDF
Select the document you wish to combine, followed by the COMBINE icon at the top of the page.

Name the document you have just combined and select SAVE. Your newly created doc will now appear at the bottom of your room.

SPLITTING DOCUMENTS
Remember, each Tile should only have its named corresponding document. Please do not attach files to
a Tile that have additional documents attached. They will be rejected with a notation asking you to
separate.
For example, you may have the signed Purchase Contract along with the AD2, PRBS, Wire Fraud, and
Buyer’s Inspection Advisory all together in one file. These can be easily split within Rooms.
Upload the file to the Room Docs tray at the bottom. Right click to get the menu options.
Select Split

Your file will now be shown as separate pages.

On the left side, you can rename each file and select the page numbers according to what is shown on the
right. TIP: You can hover over each page to magnify them.

Continue with each document and its corresponding page range. Then click SAVE

The split files will now be in your bottom tray of documents (titled Room Docs). You are ready to place
these documents into their corresponding Tiles. The original combined document will stay in the bottom
tray until you delete it. You can also leave the original file there if you’d like.

GETTING A DOCUMENT REJECTED FOR CORRECTION
As you upload fully executed documents to the Tiles, the TNG compliance team will review each
document within 48hrs. If a correction is needed, you will get a notification within DocuSign Rooms. You
can find the details of the correction needed by going to the HISTORY tab in that Room.

Click on the comment bubble on the right to see notes left by the compliance team.

You will also get an email with a note about the correction needed.

Log into your Transaction Room account. Go to your transaction and click on DOCUMENTS.
The Tile needing the correction will be flagged.

Before you can add the corrected document, you will need to remove the existing document from that
Tile. Select the Tile. A small menu will appear near the top under the tabs. Select the trash can to remove
the existing document.

You can then click on the cleared Tile to upload the corrected document.

CLOSING A TRANSACTION
Once you have uploaded all documents into the correct Tiles and there are no corrections flagged by the
compliance team, it is time to close the transaction for final clearance.
There are two steps to take. First, working from your Tasks tab in your room click the ACTIONS button and select
Submit Task List

The last step is to go back to the ACTIONS button and select Close Transaction.
Select a status from the drop down menu in the popup. Then click SUBMIT. There is no waiting period between
steps, complete both in order for your file to be sent to the final review queue.

All done! Congratulations. You have completed your first file through DocuSign Rooms.
The platform has many other features that you may find useful. Such as keeping track of your transaction
timelines, sending track-able emails so you know when a recipient opened and viewed a document. Sharing
documents with clients and vendors while controlling which documents they have access to. Remember, if
you chose to use a TNG Transaction Coordinator, all this is handled for you. You just need to report your
new activity through the TNG website.

