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Introduction to rDocs  
Welcome to this Reference Guide for the rDocs forms and document management application. This 

guide will walk you through the steps to log into rDocs (or access it from CRM if applicable), add clients, 

manage forms, and upload, store, share, and sign documents, and submit documents for Broker Review. 

Please note that you may only have access to portions of the features and services described in this 

document.  For more information, please contact your administrator. 

If you have an account in CRM, you will use the same User Name and Password credentials. 

NOTE:  rDocs works in all major browsers including Firefox, Google Chrome, Internet Explorer 9.0 and 

later, and Safari and on both Windows and Mac operating systems. With the exception of uploading 

documents via a browser, rDocs has been optimized for tablets on both iOS and Android. 

Important: Your browser settings must include “Allow Pop-ups and Cookies” to use all of the features in 

rDocs. 

Logging in to rDocs  
The first time you log-on to rDocs, you must use the URL provided by your Administrator (e.g. 

http://yourcompanyname.myrdocs.com), read and accept the Terms of Use.  If you also have an CRM 

account, you may access rDocs from it – after you have completed this step.  
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The rDocs Dashboard 
rDocs provides an intuitive layout to quickly enter data and manage forms, documents and contacts with 

easy navigation from the “Dashboard” screen.  Key features of the dashboard are described below. 

 

1 The Dashboard makes it easy to initiate a new Opportunity/Transaction Tile  

2 Each Tile displays information specific to a unique transaction and a specific client  

3 Searching Tiles is easy – just enter the client name, address or MLS # in the Search Field. If you 

are a broker, the Search function also allows you to search for an agent by typing a few 

characters of the agent’s name on the Search textbox. Make sure that you choose “Agent Files” 

from the drop-down list prior to searching. 

4 Filtering - click on a Filter category, e.g. Active, Buyers, Sellers, etc. to display tiles that match the 

filter criteria. “Needs Attention” is a special category that filters tiles with at least one document 

that was rejected by the broker in the file review process.  You can also filter to see active and 

archived tiles. 

5 When more than 27 tiles are displayed in a dashboard view, the system will automatically 

“paginate” the tiles and add new screens that can be accessed using the page number or arrows. 

Note that you can still use the search feature (in #3) to query and locate a tile. 
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6 You can sort the Tiles by Date Created, Closing Date, Property Address, and Contact Name. The 

Arrow to the right of these selection criteria allows you to sort either ascending or in descending 

order. 

Dashboard List View 
Tiles on the dashboard page can be viewed as a list by clicking on the ‘List View’ icon.  

 

The ‘List View’ displays much of the information available on a Tile.  From this view, you can work with 

forms, documents, contacts and tasks.  You can also use the icons on the dashboard to activate or 

inactivate tiles, view eSign history, send email to contacts, create a public access code and delete a tile. 

You can export the information displayed by choosing the ‘Export’ option, and can switch back to the 

Tile view. 

 

By default, 15 lines will be displayed, but you can change that by selecting the other options available: 

50 or 100 files.  The display can be sorted by Agent Name, Primary Contact, Property Address, MLS #, 

creation date or status by clicking on the appropriate column heading. 

Additional notes and tips: 

● If your account doesn’t include forms or document management, your tiles may look different. 

● You can have multiple Tiles for a client (e.g. helping them list a home to sell, helping buy a 

vacation home, selling a commercial building).  Each transaction will have its own Tile and if you 

grant them access, the customer will be able to access their own account to see all transactions. 

● While you can’t change the order of Tiles on the Dashboard, it is easy to find the Tile you want 

by filtering based on Active, Closings, Buyers, and Sellers.  Or just type a couple of numbers or 
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letters representing a name, address or MLS number on the Search textbox and click the search 

icon – the screen will refresh to display the matching Tiles. 

● eMail can be sent from several places in rDocs.  The combined size of all documents in an 

outgoing email from rDocs cannot exceed 25mb.  A message will display if there are too many. 

 

 

Announcements can be prepared by administrators and will be displayed above the tiles.  

 

The rDocs Tile 
Tiles are designated as Buyer or Seller.  

1 - Contact info displays – and if there is more than one 

contact, the arrows will pan to right/left to display other 

contacts. 

2 - Property Information can be entered using an MLS# - 

but is not required. 

3 - The number/label can be used to navigate to more 

details and displays the number of currently created or 

loaded forms/documents etc. 

4 - Creation Date – system generated.  When filtering on 

Active/Buyer/Seller, the Tiles will be displayed in creation 

date order. 

5 – Estimated Closing Date.  This is not a required field, but can be used as a filter.  When filtering on 

Closings, the Tiles will be displayed in order showing the most recent estimated closing date. 

Creating a Tile 
Click on the ‘Create New’ button on the dashboard.  
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A blank tile will appear in the top left position on the page. 

 

Click on the-‘+Client’ or ‘+Property’ buttons to display the Add Client or Add Property screens. 

Editing Client record: Once the Tile has been created, you can return to the Add Detail Input Overlay by 

clicking on the tile designation, i.e. Buyer or Seller, to edit the client record or add Contact Detail. 

Editing Property record: Click on address line 1 of the property address to edit the Property Detail​. 

Tile Email Link 
Each tile will generate an unique email address where you can email documents to the tile directly. If 

emailing large amount of documents, it will take several minutes and will be available in the documents 

page. To access the documents, click the Documents on the tile. This is a quick way to upload multiple 

documents.  
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Tile Actions 
When a tile is created, a row of actions will be made available. You will be able to do a quick eSign, send 

email, copy tile, arcive tile, view history, and remove a tile. To learn more about the actions, view below.  

 

 

Tile History Log 

Logs can be seen when selecting the tile’s log icon. 

There are four types of logs available: Tile History, Document History, Outgoing Emails, and Incoming               

Emails. 

 

● Tile History describes changes made to the tile, such as contacts and property information. 
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● Document History notes when and how documents were added to the system, when documents 
were viewed, and other document features. 

● Outgoing Emails contains the date and time emails were sent, the recipients, and the contents 
of the email. 

● Incoming emails describe the sender, date received, and the content of the email.  If a 
document(s) was attached, the name of the document is noted as well. 

 
To see the detail of a log entry, click on the magnifying glass. 

 
 
 
TIP:​  To add notes to a tile, such as the summary of a phone call, put those notes in an email and send it 
to the tile.  
 

Active/Archive Tile 

If you’re no longer working on a transaction and do not want to keep it on the main dashboard, you can 

archive the tile. By clicking the icon  on the row of actions, an overlay will confirm whether or not 

you want to archive. After archiving the tile, you can click the icon again to make it active.  

 

After submitting, the tile will be moved from the main dashboard and will be available on the Archived 

Dashboard. To access the Archived Dashboard, there is a filter tab called Archived. 
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Copy Tile 

If you’re working with the same contacts and do not want to retype the clients information, you can 

create a copy tile. By clicking the icon  on the row of actions, an overlay will appear for you to 

confirm what type of contact tile you want to create. By clicking submit, all contacts information for the 

tile will be copy to the new tile.  

Note* Modifying a copy tile, will modify all existing tiles.  

 

Email 

If you want to quickly email a client without wanting to use your email service provider. rDocs offers the 

ability to email and track when the email was sent out. To view the log, please see History Log under 

Outgoing Emails. By clicking the icon  on the row of actions, an overlay will appear for you to write 

your message. 

Note* A contact must be created with an email address. 
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Delete 

If you are no longer using the tile, you can delete the tile from the dashboard. By clicking the icon  on 

the row of actions, an overlay will confirm whether or not you want to delete the tile. 

 

Note* You will no longer be able to access a tile if it is deleted. We recommend to archive instead of 

deleting.  

 

Note* Transaction must not have any documents or eSign Session with the status Sent. 

Quick eSign 

If you want to quickly send out an eSign without needing to use the forms or documents, you can click 

the icon  on the row of actions. If you have contacts, an overlay will appear allowing you to select 

which contacts to eSign. If there are no contacts, you will automatically start an eSign session. To learn 

more about eSign, please see the Steps in the eSign Process.  

 

Property Details 
Entering Property Details is as easy as submitting an MLS number – and the system will auto-fill the 

details.  In addition, the property information will now populate the appropriate places on any form you 

select for that client.  
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Property Updates 
If your site has the ‘Pull Once’ feature enabled, additional MLS updates will not be done automatically: 

when an agent entered information in a form, and the next MLS update took place automatically, the 

information from the MLS feed would overwrite the information in the form – even if the information in 

the feed was blank or incorrect.  With the ‘Pull Once’ feature, when you return to the Property Center, 

you can click ‘Refresh’ to pull the most recent data from the MLS.  To save that information and 

overwrite anything you’ve manually entered in forms that may have been updated by the Listing Agent, 

click Submit.  If you don’t want forms to be overwritten, don’t click Submit. 

 

When you add a property manually, you must enter the street address, city, and state. 

When working with a seller, you can add the property address you are getting ready to list. The address 

will populate the listing forms as long as it’s associated with the seller.  

NOTE: As previously mentioned, if you enter an estimated closing date, the Tile will be updated and 

you can filter by “Closings” on the Dashboard. 

Public Access Code 
You may want to share public documents without having to add a contact to a tile, or put a link to public 

documents on your own website.  You can do that by creating a Public Documents Access Code – just 

click on the link shown. 

Note* Property is required to be able to generate an access code. 
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Click on Generate to create the code. 

 

The access code will display.  To delete the code, click on the X.  

 

There are three ways to use the code: 

1.  Provide the code and the rDocs URL to anyone who should see public documents for this tile.  Tell 

them to go to the URL and click on ‘here’ to view public documents.  
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2. eMail the code. Select the recipients from the contacts on the screen and add others are desired.                  

You can add a personal message; the email will contain instructions for using the code.  

3. Put a link to public documents on your website. Click on the ‘link’ icon and a page will display a link                      

you can place on your website.  

 

Users will be asked to enter contact information (name, phone and email) to access the documents.                

You’ll be notified by email if the code is used. 

*Note To make a document public, please see Document Privilege.  
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Adding Contacts 

 

At least one Contact in a Tile must be assigned as the Buyer, Seller, Tenant or Landlord.   Alternately, 

after the main Tile contact has been entered, the system will let you add additional contacts and 

designate them as “Buyer-or Seller-Side” contacts and include a description. 

 

When entering a contact, the minimum required details include: Buyer/Seller/Tenant/Landlord side and 

First Name/Last Name. 

Contacts Action 
After a contact is created, actions will be made available for the contacts such as account credentials, 

ability to upload, edit a contact, or delete the contact.  
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Providing Logins to rDocs  

This will provide a personalized log-in and access for clients to their own tile – one tile for each 

transaction they are doing or have completed.  

Clicking on the “Envelope” icon will open an Overlay screen to confirm the sending of log-in credentials 

to the selected Contact.  The contact will receive instructions along with a URL to log-in and view the 

documents associated with their Tile.  

NOTE: If the Contact already has received 

log-instructions and credentials, they may use their 

log-in to view any of the transaction tiles you have 

with them.  

 

Uploading Privilege 

To give a contact the ability to upload documents to the tile, they need to click  which will toggle to 

. To disable the ability to upload for a contact, by clicking the , it will toggle back to  

 

Note for users of CRM​:​  If you have an CRM account, and wish to access the contacts that have been 

previously uploaded or entered into your CRM account, there are two options to make sure you ‘tie’ the 

records together between the two systems. 

1) Initiate your tile from the contact summary page in your CRM account.  Just click on the ‘Add’ 

Buyer or Seller – this will create a new thumbnail tile in CRM (and an associated tile in rDocs). 

Clicking on any of the Form/Contact/Docs links will open a new browser window and take you 

directly to rDocs  
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2) Use the “Search for existing” search box to add more contacts to a tile and auto-fill the contact 

details from your CRM account. 

 

3) If you obtain new contact details after a tile is created, you’ll need to enter them in both the 

CRM and rDocs contact areas (if you want your CRM account to have these changes) 

Working with Forms 
If you have access to this functionality, rDocs Forms will allow you to add/edit forms to help you manage 

your transaction.  

From the Dashboard, click on the word “Forms” (or the number next to the word) for any Tile to go to 
the ​Forms Edit Page​.  
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For a brand new tile (or if forms have not been added to the Tile yet), an overlay screen will appear 

showing potential the available libraries and forms. 

To choose an individual form, select the box next to the form name, or you can select all forms in the 
open window by checking the box next to “Form Name” 
 
You can also choose from the pre-set libraries (often organized in Buyer or Seller packages) to obtain 
Broker selected forms necessary to complete a transaction. 
 

 

NOTE​:  ​When a parent form is being added to a library, an icon will display to tell the user that this is a 
parent form in a different package.  
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The Form Edit Screen gives you access to forms and the ability to manage and share forms.  Note that 
during the rDocs site set-up, the rDocs team worked with your admins to ensure that fields in each form 
have been mapped to similar fields in other forms so if you enter a detail in one form (e.g. Listing 
Agent’s Name) any other form that has the same field will be updated.  
 
rDocs makes it easy to pick from a library (and select multiple forms) or pick and choose the form you 

want associated with each file.  The Library List dropdown allows you to expose groups of forms and 

then pick from all or individual forms.  

You can manage more than one form by selecting (check boxes on left) multiple forms and then choose 
the action from the dropdown menu or the icons row. 

 
 

NOTE: To select a form to appear in the edit window, CLICK the “Name” of the form.  The window to the 
right will refresh to display the select form. 
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Appended Forms 
Some forms require the use of additional forms, which rDocs calls Appended Forms.  While adding a 
form to a tile, there will be an icon indicating that it has forms appended to it, as shown below.  

 
 

 When this form is selected to be added to a tile, all the appended forms will automatically be added to 

the tile.  The appended forms will appear below their primary form, with the blue font.  

 

The appended forms will be automatically included when the parent form is “Emailed”, “Printed”, 
“eSigned” and “Deleted”.  
 
The Appended Forms by themselves can be added to a tile just as any other regular form. You are not 
required to include the primary form, if you feel that you just need to work with the appended form. 
  

Form Options  
When you are ready to work with a form, you can use the menu bar in the upper right side or Work With 

Forms.  Actions include: 

● Locking the form – no changes to fields will be allowed. 
● Send a form to be eSigned 
● Email the form – a window will “pop up” (see illustration on next page) 
● Print the form 
● Download the form 
● Delete the form 
● Save the form – current version 
● Team – Populating team information 
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Entering Form Fields 

Place your cursor in the first field of any form and begin to type.  You can use your “Tab” keyboard key 

to move to the next field or simply place your cursor using your mouse.  

 

 

Emailing a Form 

When choosing to email a single form (or choosing multiple forms and using the “Work with Forms” 

dropdown,) an “overlay screen” will pop up.  ​NOTE:  the combined size of all documents in an outgoing 

email from rDocs cannot exceed 25mb. 

You can select the recipients to include in the email and send a personal note.  You can add additional 

recipients as well as contacts already in the tile.  ​NOTE:  If you add additional contacts to the email, they 

are not added to the tile. 

The sequence of forms can be modified:  just click on a form name and drag and drop it to the desired 

location.  You can choose to send the forms as individual attachments or as a single PDF.  If you select 

the Single PDF option, you need to name the package of forms being sent. You can remove the selected 

forms if you decided to not email them out by clicking the “X” next to the forms name. 
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Note: Depending on the number of forms being emailed, the servers may take up to 2 minutes to send 

the emails. 

 

Locking Forms 

To lock a form, simply choose the form and then the “lock icon” in the upper right – this will ensure that 

any future changes in another form, will not be reflected in the locked form. An indictcator will display 

next to the lock form name. 

 

*Note Lock only works for the current form you are viewing. 

Printing Forms 

When you select a form(s) to print, using the Work with Forms dropdown, rDocs will merge the PDF and 

the print console will display.  The sequence of forms in the package can be modified:  just click on a 

form name and drag and drop it to the desired location or click “X” to remove the forms from the list. 

Note* If you have selected more than 10 forms for print, the forms will be sent to the Queue 
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After clicking Print, the print console from your computer will display. 

 

  

Download Forms 

When you select a form(s) to download, using the Work with Forms dropdown, rDocs will prepare a 

package of those forms and you’ll be asked to name that package.  The system will be available as the 

package is being created, which can take several minutes.   The sequence of forms in the package can be 

modified:  just click on a form name and drag and drop it to the desired location. If you want to remove 

one of the selected forms, you can click the “X” next to the form name. 
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Note* If you have selected more than 10 forms for print, the forms will be sent to the Queue 

 

After clicking Download, the forms will be merge as a single PDF and will be downloaded to your 

browser.  

Forms Queue 

If you have selected more than 10 forms for Download or Print, the merge PDF will be sent to the 

Queue. You will be asked to name the package. The package will be available in several minutes as it is 

being created. The sequence of forms in the package can be modified:  just click on a form name and 

drag and drop it to the desired location. If you want to remove one of the selected forms, you can click 

the “X” next to the form name. 
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After clicking “Send to Queue” you will have the option to go see the Queue or continue where you left 

off. 

Note* We recommend no more than 25 forms to be Send to Queue 

 

If you click “To the Queue”, you will be sent to the Forms Queue. If the package is complete, there will 

be a download link. If it’s still in progress, the system will indicate that and the download link will not 

appear. A completed package will consist of all of the forms in the package, as a single PDF.  

 

Delete Forms 

There are 2 ways to delete forms which are the row of icons or from work with forms menu. 

 

To delete forms, you need to select forms from the list of forms and choose one of the two ways to 

delete forms.  
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Clause 

If a form is setup with clauses, an icon  will be made available. By clicking the icon, an overlay 

popup will appear. By checking the checkboxes, you will be able to add the selected clauses to the 

current form. 

 

Team 

If a form is setup with team, an icon  will be made available. By clicking the icon, an overlay popup 

will appear. By checking the checkboxes, you will be able to add the selected team to the current form. 

Note* Clause and Team cannot be enabled at the same time for a form. The form can have either Clause 

or Team, not both. 
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eSign 

To start an eSign session, use either the individual forms button or the group forms drop-down menu 

and select “eSign” from the list. This will open up a window with the steps needed to complete the eSign 

session.  

 

If forms are selected on the left, clicking on the forms icon above the form will launch eSign with the 

selected forms.  

Note: The total combined document sizes in a single eSign session cannot exceed 50MB, or 25MB for a 

single file.  An error message will display if the size is exceeded. 
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Before the eSign process begins, a page is displayed showing all of the contacts in the tile.  You can 

select those who are to be signers in the session.  You can add additional signers in Step 2.  While all 

contacts will display, you can only select those with email addresses. 

 

Forms Tips & Tricks: 

● When working with a form, click the “Save” icon before closing the browser or navigating to 

another site 

● Use the form named, “Data Sheet” to quickly enter in details.  It has a master list of all fields and 

is mapped to the remaining forms. 

● When adding a library, you can use the “search” window to quickly find the form you want to 

add – e.g. typing “broker” causes the system to show only forms with these letters in the name: 

 

 

Then just select the box next to the form(s) you wish to have associated with the file and click the right 

arrow.  When you’ve selected all the forms needed, click the “Add” button.  

Internet Explorer Users 

If you are using Internet Explorer and find that the font in forms is too small to read, click on 
the Tools button on the upper right hand corner of the Internet Explorer screen. 
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Select Internet Options. 

 

In the General tab, click on Accessibility. 

 

Make sure the boxes for "Ignore font sizes specified on webpages" are checked. 

 

Click OK.  In the Internet Options window, select Fonts. 
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Under "Webpage font," select your desired default font. 

 

Click OK. 

Click OK again to exit the Internet Options box.  Click the Page button on the upper right hand corner 
of the screen.  To access page, you need to have the Command Bar. (Right click Internet Explorer). 
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Click Text Size and select your desired default font size. 

 

Working With Documents 
rDocs provides a module that facilitates online document management.  If you have this functionality 

enabled for your account, the following features can be accessed. 

Accessing Documents 
From the Dashboard, you can click on the word, “Documents” (or the number) or if tasks have been 

created, the word “Tasks” to navigate to the document management tools. 
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The Documents screen provides easy access to tools and documents including the ability to upload, 

name, rename, move, add/change viewing or privacy privileges and see historical notes about the 

document. 

 

NOTE:  Forms that are eSigned are returned to the Documents page without changing the name.  Since 

there may be other documents with the same name on the Documents page, it can be confusing to tell 

which one is the signed form.  Therefore, eSigned forms returned to the Documents page will display 

‘(eSigned)’ after the document name, as shown below. 

 

The system will still correctly match document names to the appropriate placeholder in rDocs checklists. 

If the document is emailed, the eSigned notation will not appear as part of the document name.  It is 

only visible on the documents page for the user’s convenience.  

Adding Documents 
There are three ways to upload a document – two are available from this dropdown.  

 

1. Upload from your hard drive via the internet browser.  

2. Create a Fax cover page that can be used to Fax a document into the rDocs application. 
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3. Use the email address shown on the transaction’s Tile.  You can send multiple documents in 

each email and they will be placed within a checklist or the General Folder. 

 

 

 

 

 

When an email is received, documents that are attached are placed in the Document center and 

the email content is saved in the tile’s log.  If there are no documents attached, the content of 

the email is still saved in the log. 

Naming Documents and adding Document Description 

rDocs can assist you in your document naming and description by letting you choose from the Master 

Document Name List (a description will automatically be associated with the name – and the 

name/description will be visible to your client should they look at a document in their rDocs account). 

You can give a different name to your document by entering it on the textbox beside the dropdown list. 

 

Uploading Documents via Browser 

To do this, select “Upload Documents via Browser” from the dropdown. 

This screen overlay provides you with three key features in document management: 
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1. Naming and Description 

2. Upload Selection 

3. Document Security (viewing privileges) 

Uploading Documents via Fax 

Select the ‘Upload Document-via Fax‘ option on the Documents page. 

Select the document name and viewing privileges to be applied when the faxed document is received, as 

you would when uploading via browser and click the ‘Create Cover Sheet’ button. 

 

An option to view and/or print the cover sheet will appear at the bottom of the box. 
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Print the cover sheet and use it to fax the appropriate document to the toll-free number shown at the 

top of the page. 

 

Document Security Settings 
The last “Optional” step is to set security or viewing settings.  The ​rDocs System will always default to a 

setting of “Private” ​for all uploaded, emailed or faxed documents.  If you’d like to make the documents 

available to other parties, there are three methods for providing access. 

 

You can allow anyone with a log-in to see the file (this includes the ability to provide a temporary access 

code as shown below).  Alternately, you can choose specific contact(s) to have access. 

All uploaded files will display the Security or Privacy Setting in the document view. 

 

If you need to change a setting at the document level, just click on the Security icon, change the setting 

and save. 
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Checklists 
Checklists can be added by you – or the Broker Administrator.  These identify specific tasks or 

documents that must be uploaded in order to complete a transaction. When a document is received or 

uploaded to rDocs, the Task can be auto-marked as completed when naming rules are used.  

 

 

To add a checklist to your documents, there will be a dropdown menu to select which checklist to add. A 

checklist or ToDo item can include tasks or a document name.  When you create checklist items, the 

Tasks count and quick link will show on the Tile. To learn how to create checklist, please see Creating a 

Checklist.  

Your account will have a Master Document Name list (set-up by the Broker Admin).  This contains the 

names and general descriptions of basic documents in a transaction.  The name list can make it easier 

for you to “rename” documents as you upload or work with them in rDocs.  A sample list is shown here. 

 

This naming list will be found in a dropdown when you upload a document (via Browser or Fax).  

The matching names can also be found in the Create Checklist and can be used when creating 

personalized checklists. 

Note* Broker Admin that creates a shared checklist will be noted with *. If an agent adds a broker 

provided checklist, you will not be able to remove it. Only Broker Admin can remove the checklist.  

The Document Splitter 
Documents can now be split apart and saved as separate documents.  Pages can also be rotated if 

necessary.  If a document has been uploaded via the rDocs eSign platform or has password security, the 

Document Splitter icon will be grayed out because those documents cannot be modified.  

Confidential & Proprietary                                    rDocs User Guide. May 2020                                              Page 38 | 64 

 



 

The splitter is accessed by clicking on the tool icon. 

 

Clicking on the icon opens the Document Utility.  The first six pages of the document are displayed as 

thumbnails, with the ability to move thru pages below the thumbnails. 

NOTE:  Some documents have security settings which cannot be seen until the splitter attempts to open 

them.  If this occurs, you will see an error message under the document name. 

 

To rotate one or more pages 90 degrees to the right, select the desired pages by clicking on the 

thumbnail, and then click on the ‘rotate’ icon to the top right of the thumbnails. 

To extract pages into multiple documents, select the pages to be extracted by clicking on each 

thumbnail desired.  The pages selected (they do not need to be consecutive) will display to the right, and 

you can select a name for the new document.  (To enter a custom name, just type it in the ‘Document 

Name’ box.)  Click ‘extract’ at the bottom of the screen. 

NOTE:  While pages extracted do not have to be sequential (for example, you can choose pages 1, 3 and 

7,) they cannot be rearranged in a different order. 

You can use the magnifying glass option to enlarge the page if you need to see it more clearly. 

HINT:  If you are just removing a fax cover sheet, you can click the ‘select all’ box to mark all of the pages 

to be extracted, and then uncheck the first page and split the document to the desired activity.   The 

cover sheet will not be included. 
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When the document has been extracted, a message will appear at the top of the screen. 

 

When all desired documents have been extracted, click ‘Close’.  

NOTE:  The newly created documents appear in the Document Center with the viewing privilege of 

‘Private’.  The original document remains in the document center untouched and can be removed if 

desired.  

Documents Actions 
When selecting a document or choosing more than one, you can perform any of the actions in the 

“Work with Documents” drop-down list.  
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Review 

rDocs includes a review module that lets Agents view system documents and then “promote” them to 

an admin or Broker to review and sign-off.  A Broker can now lock-down a file so no revisions or updates 

can be made to reviewed documents.  

If you’re reviewing multiple documents, you can select multiple documents and click “Review.” Clicking 

on “Review” opens an overlay screen displaying the document and a list of documents selected on the 

left column. If you’re reviewing only one document, you can click “Review Document” under Status 

Column. 

 

 

As an Agent, there is only one action or decision you can do on a document which is “Ready for Review”. 

Select the reviewer from the dropdown, and then click this button after reviewing the document to pass 

it on to the Admin or Broker for review.  

Confidential & Proprietary                                    rDocs User Guide. May 2020                                              Page 41 | 64 

 



 

Ready for Review 

Ready for Review is the same as Review but offers a faster solution to review. If you do not need to 

verify the content within the documents, you can choose this option. This will quickly apply the status 

“Ready for Review” for the selected documents. 

 

Email 

If you are emailing documents, the combined size of all documents in an outgoing email from rDocs 

cannot exceed 25mb.  If you’ve selected too many documents, the message displayed below will tell you 
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to select fewer documents.  The documents page has a ‘size’ column to allow you to modify your 

selection easily. 

 

You can change the order in which they appear by dragging and dropping the document name or 

remove the document by clicking “X.”  You can also choose to email the documents individually or 

combine them into a single PDF by marking the checkbox “Send documents as a single PDF.” 

 

Fax 

rDocs offers a way for you to fax documents to a client. If you have created a contact with a fax number, 

you will be able to select them or manual enter one under Other Recipients. When using this option, it 

will take several minutes for the receiving party to receive the documents. 
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Move/Copy 

If you accidentally uploaded the wrong documents to the wrong tile, you have the option to move it by 

selecting a transaction and clicking “Move.” If you want to duplicate some documents to another tile, 

you would need to select a transaction and click “Copy.” You are given the option to rename the 

copy/move documents before having it transferred/copied to the transaction.  

 

Print 

When you select a document(s) to print, using the Work with Documents dropdown, rDocs will merge 

the PDF and the print console will display.  The sequence of forms in the package can be modified:  just 

click on a document name and drag and drop it to the desired location. 

Note* If you have selected more than 10 forms for print, the forms will be sent to the Queue 
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After clicking Print, the print console from your computer will display. 

  

Download 

When you select a document(s) to download, using the Work with Documents dropdown, rDocs will 

prepare a package of those forms and you’ll be asked to name that package.  The system will be 

available as the package is being created, which can take several minutes.   The sequence of forms in the 

package can be modified:  just click on a form name and drag and drop it to the desired location.  

Note* If you have selected more than 10 documents for print, the documents will be sent to the Queue 
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After clicking Download, the documents will be merge together and will be downloaded to your 

browser. 

Documents Queue 

If you have selected more than 10 documents for Download or Print, the merge PDF will be sent to the 

Queue. You will be asked to name the package. The package will be available in several minutes as it is 

being created. The sequence of forms in the package can be modified:  just click on a form name and 

drag and drop it to the desired location. 

 

After clicking “Send to Queue” you will have the option to go see the Queue or continue where you left 

off. 

 

If you click “To the Queue”, you will be sent to the Documents Queue. If the package is complete, there 

will be a download link. If it’s still in progress, the system will indicate that and the download link will not 

appear. A completed package will consist of all of the forms in the package, as a single PDF.  
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Remove 

To delete documents, you will need to select a document(s) and choose Work With Documents -> 

Remove. An overlay will appear to confirm whether or not you want to remove the selected documents. 

 

 

Rename 

To rename a document(s), select one or more documents and choose the Work With Documents – 

Rename. An overlay will open up and will let you rename the selected documents. You have an option to 

choose from a master list or create your own.  
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eSign 

To start an eSign session, use either the individual action button or select multiple documents and use 

the Work With Documents - eSign. This will open up a window with the steps needed to complete the 

eSign session.  

 

Note: The total combined document sizes in a single eSign session cannot exceed 50MB, or 25MB for a 

single file.  An error message will display if the size is exceeded. 

Before the eSign process begins, a page is displayed showing all of the contacts in the tile.  You can 

select those who are to be signers in the session.  You can add additional signers in Step 2.  While all 

contacts will display, you can only select those with email addresses. 
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Placing Service Orders 
NOTE:​  This feature may not be available on all sites. 

From the tile, click on the ‘Orders’ link. 

 

If there are Service Providers integrate with your site, you will see their logo with a ‘Place Order’ button 

under the logo.  You can order from other providers by choosing the link in the ‘Other Service Providers’ 

box. 
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The example that will be used here is for Other Service Providers.  Click on ‘Place Order’ to open the 

Order Form. 

 

Fill in the relevant information and click the ‘Next’ button.  The completed form will be displayed. Click 

on the ‘Send’ button to place the order.  An email is sent to the service provider, and includes the tile’s 

email address and instructions:  

We're paperless! Please cc: the following email address when sending documents to me: 

3318-2529@stage.myrdocs.com 

Orders that have been placed appear in a list below the Service Providers. 

 

Click on the ‘i’ to view the order, or the pencil to modify and resend the order. 
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Teams  
NOTE:​  This feature may not be available on all sites. 

An agent or broker can add agents to their team so they can share tiles.  To add a team member, click on 

the ‘Profile’ link on the top of the Dashboard and then select the ‘Team’ link. 

                                      

Click on ‘Add Team Member’.  

 

Enter the team members name in the box (only a few characters are required) to display the available 

tem members with that name.  Select the desired name and click on the plus sign to add that agent to 

your team. 

 

Additional team members can be added as needed.  When a team member is added or removed, a 

notification email will be sent to that agent. 

 

NOTE:  ​You can tag a tile you’ve created as ‘private’ if you don’t want it to be available to your team 

members.  To do that, click on the property address in the tile and select the checkbox under ‘Folder 

Options.’ 
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Agent Form Packages 
Agents can create their own form packages, visible only to that agent. 

To create a package, choose ‘Form Manager’ from the dropdown below the date. 

 

Select the ‘My Forms Package’ tab, and then click on ‘+Add Package.’ 

 

Enter the name of the package and click Add. 

 

To add forms, click on the appropriate link to add a new PDF that isn’t in the system, or add a form from 

an existing library. 
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When selecting a Form Package to add to a tile, agent packages will be noted by ​(PP)​ next to the 

package name. 

*Note: Forms uploaded from you will not have data auto-populate to the form. Only forms provided by 

rDocs will have auto-populate form.  

Creating a Checklist  
The dropdown at the top of the dashboard page contains an option called, “Checklist.”  

 

Choosing this will display the ‘Checklist’ creation screen. From here, you can create checklists, add tasks 

and delete checklists. 

 

To add tasks to a check list you may either click on the “clipboard icon” on or click the “Add Task” button 

from Checklist tasks. 
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After creating the task you can associate documents to the task by clicking the “Associate Required 

Documents” button. 

 

When you “Associate Required Documents,” you can pick from a list of Master Document Names.  Using 

the Master Document Names List will make it easier when you add documents.  You can pick from the 

list or add a custom name.  When you click “Save,” the name will be added to your Checklist. 

Associating documents to a task will create a placeholder for the document.  When a document of the 

same name is added to a tile, it will fall under the specific checklist item it matches.  

 

Deleting a Checklist – click the “garbage” icon under the “Actions” column on the row where the 

checklist you want to delete belongs. 

Fax To Email 
This feature might/not be available for your site.  

Fax to Email allows a user to fax a document(s) to rDocs and send a copy to the user. The faxed 

document will be located in the Inbox. To access Fax to Email, there is a dropdown next to your profile. 
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If you want to include additional recipient, click “Add More Recipients.” The recipients will get a copy of 

the fax documents. To complete the Fax to Email, you need to include: Document Name, Document 

Description(optional), Subject, and Message. If all the information is completed, click “Print” and a fax 

cover sheet will be generated. When the document is faxed into rDocs, it will be located at Inbox. To 

learn more about Inbox, please see Inbox. 

 

Inbox 
If the documents were uploaded via Fax To Email, the documents will be found here.  
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The Inbox displays a list of documents uploaded via Fax To Email. You will be able to Email, Fax, Print, 

Remove, Rename, and Move to My Files with the documents. 

 

To move the document to a transaction, you will need to select a document and choose Work With 

Documents – Move to My Files. An overlay will popup allowing you to choose a transaction.  

 

Note* When the document is moved, it will no longer be available in the Inbox.  
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Reports 
Depending on your site, this feature might/not be available. If it is available, you will be able to generate 

report that is available for you. To access Report, there is a dropdown next to your Profile. 

 

In the Report, you would see the following report(s) that are available for you. To access, you would 

need to click on the Report Name Link. 
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eSign Process 
Step 1​: Signing Session Configuration.  

 

You must give the session a title. This will help you identify it later when looking at the signing history for 

that tile.  Enter a personal message for your client if you wish. Select the signer sequencing and other 

options as needed. Note: Check the box ‘Include me as a signer’ if you will be a signer on the 

forms/documents. This will add your name in the next step. Use the blue ‘Next’ button to go to the next 

step. 

Step 2​: Invite Signers.  
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On this step you will see your list of signers. Here you can add signers to the list, change the order of the 

signers on the document, and delete any names in the list. NOTE: Additional signers added in this step 

within eSign will not be added as contacts in the tile. 

Clicking on the Action icon will allow you to update the signer’s name and email address as well as 

provide additional options such as signer authentication method, select if signer will be signing in person 

on your device, add a personal note, disable edit name and enable document review.  

Signer Authentication methods: ​SMS authentication sends signer(s) a one-time unique password code 

via text message. Standard text message rates apply. 

 

Knowledge based authentication (KBA) is an identity validation method to authenticate a signer by 

asking random questions selected from public and commercial information related exclusively to the 

signer. KBA is a requirement by major banks and lenders to accept e-signed documents for short-sale 

and REO transactions. There is a $1.00 per signer fee for using KBA.  You will be prompted for billing 

information before starting this signing session.  If placing an offer directly to a bank or lender, it is 

suggested that you understand their electronic signature requirements before proceeding.  Knowledge 

based authentication is only available for U.S. based residents. 

Selecting Document Review will require the signer(s) to scroll thru the document(s) at the beginning of 

the signing session before they can actually begin the signing process. 

Note:  To get a brief explanation of the step when working in eSign, hover over the ​question mark icon 

(​?​) at the right side of the screen. 

When you click Next on this step, you will be asked to define the signer roles of each of the signers so 

that rDocs can automatically tag the document with signatures, initials, dates, etc. on your forms. This is 

done via eSign Templates and all forms within your standard libraries will have this capability. Contact 

our Support team to learn how to create templates for your forms. 

Using the pull down menus match the signer name to the signer roles for your transaction. Any Signer 

Roles that do not have a signer (e.g. Buyer 2 if there is only one buyer), can be left blank. The eSign 

program will automatically remove the signing tags associated to that role. 
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Step 3:​ Upload session documents. Here you will see the documents from your transaction that will be 

sent out for eSignature. You can see how many pages each document has, the number of signing 

locations, preview the document, and edit the document name if needed. The documents can be 

reordered from this screen also.  You can also upload additional documents from your local device or 

cloud storage apps by clicking on the ‘Add Files’ icon.  Make sure to add the signing locations for those 

documents in the next step.  

 

 

Step 4:​ Add Signing Locations.  
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While forms provided by your MLS, Association or Broker will be auto-tagged with signing locations, on 

this step you can drag and drop additional signing tags such as signatures, initials, dates, check boxes, 

etc. on other forms and documents that you have uploaded. Make sure to select the signer name from 

the pull down menu to the left before dragging and dropping signing tags onto your document. The tags 

can be clicked and drag to new locations as needed. Each tag will have a red ​X​ and a gear icon either 

when you mouse over or click on the tag. The tag can be deleted by clicking on the ​X​ and the properties 

of the tag can be changed by clicking on the gear. 

Markup tools on the right side allow you to make additions or markup a form or document 

Step 5:​ Preview Signing Session. This step allows you to look at each document in the signing session 

before sending them to the client(s). If you find that you need to add a signer or change the order of the 

documents, simply click on the “Previous” button to return to the previous step, or click on the 

numbered steps at the top of the page. 
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Step 6:​ Start Signing Session.  

 

You can review and edit your personal message to clients on this step. Note: All e-mails sent from eSign 

to your client will have complete instructions for signing the document(s) electronically.  

When finished, click on “Next” to start the signing. If you are the first signer in the sequence, you will be 

provided the opportunity to sign now. You can also select to sign later in the option provided. 

Once the session has been started, you are provided a Signing Session Information page that 

summarizes all the session info, signers, documents and audit trail. 

When you are satisfied, click on the X in the upper right hand corner to close the window. 

eSign History 
At any time, you can view the eSign history of your tile or 

transaction by selecting the eSign link within the tile. 

This will show you the eSign activity summary for your 

transaction. To view the details of the signing, simply click 

the magnifying glass icon. You will also receive an e-mail 

telling you when the document has been signed and a link to 

download the document, even though the final documents 

are automatically in your transaction document page.  
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Forms that are eSigned are returned to the Documents page without changing the name.  Since there 

may be documents with the same name on the Documents page, it can be confusing to the user to tell 

which is the signed form.  Therefore, eSigned forms returned to the Documents page will display 

‘(eSigned)’ after the document name, as shown below. 

 

The system will still correctly match document names to the appropriate placeholder in rDocs checklists. 

If the document is emailed, the eSigned notation will not appear as part of the document name.  It is 

only visible on the documents page for the user’s convenience.  
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Browser Settings 
When doing eSign in Safari or iPad (Safari) browsers, be sure to 

turn on Accept “Cookies” in your browser settings before 

initiating an eSign session. 

If you are using Safari and it requires you to login when doing 
eSign, See Steps 1-​-4 below to resolve this issue: 

 

 

 

Step 1: Select Safari Preferences dropdown 

 

 

Step 2: Select Privacy from top menu. 
 
Step 3: Change Cookies and website data to “Always allow” 

 
 

Step 4: Close preference window and click eSign icon again. Working with Documents 

rDocs provides a module that facilitates online document management.  If you have this functionality 

enabled for your account, the following features can be accessed. 
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