DotLoop- How To Create Your PERSONAL TEMPLATE FOLDER

Creating your own Personal Template Folder allows you to have all of
your personal information and pre-printed language ready to go on
the documents specific to any type of transaction you work with. You
could have a personal Listing Folder, Offer Folder, Buyer Agency
Folder, etc.

1. When logged into your dotloop account, click on the Templates icon.
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3. Next click on +NEW FOLDER
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4. Now name your new folder and then click CREATE FOLDER

Name your new folder, i.e.
Bob's Listing Packet, and
then click CREATE FOLDER

Name your new folder.




3. You may now add documents from your COMPUTER or

TEMPLATES by clicking on your choice
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. Now that you have uploaded your documents, you may open them
and add your personal information and pre-printed language, etc. this
information will be saved and ready for your use on the next
transaction.
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