
 

 

 

How to Guide: Invited Participants  
 

 
 

DocuSign Transaction Rooms is a Real Estate specific transaction management platform. The creator of the 
transaction is able to invite outside participants to collaborate and view documents that have been shared out. 
 

Use this how to guide as a reference on how to sign up for Transaction Rooms, if invited, and a quick tour of the 
platform. 
 

DocuSign Transaction Rooms Quick Start Guide 
 

[1] If invited to a Transaction Room you will receive an email with the subject line, 
 ‘You’ve been invited to join DocuSign Transaction Rooms’. 
 

[2] Create an account by clicking on the link in the email. 
 

[3] Once you create an account, you will be directed to your personal Dashboard. On the Dashboard
  you will see the Transaction that you have been invited to. 

 
[4] Click on the Transaction from the Dashboard or click on the Transactions Tab in the blue header,

  and then click on the Transaction Room. In the Transaction you will be able to see basic   
  property information and any documents that have been shared 

 

[5] Optionally, add documents that you need to share out with others, or view the documents that  
  have been shared with you. 

 
[6] To manage your email notifications, click My Account, then click Notifications. Make sure to save 

  any changes you make. 
 

 
For more information, continue to the next page for a step-by-step guide. 
 
 



 

 

 

DocuSign Transaction Rooms Step-By-Step Guide 
 

Step One 
If a user is inviting you to join a Transaction Room for the first time, you will need to activate a free account. You 
will receive an email with the subject line, ‘You’ve been Invited to join DocuSign Transaction Rooms’. Click on 
‘Create My Account’ to continue. 

 
Step Two 
Next, you will be directed to the DocuSign Transaction Rooms page. You will see the Property at the top left, as 
well as the owner of the room on the top right. Click on ‘Create My Free Account’. 

 



 

 

 

Step Three 
Enter in your Account Information, and then select ‘Create My Account’.  

 
Step Four 
You will be automatically directed to the Welcome screen. Click ‘Go To Sign In Page’ to login to your Transaction 
Rooms account. 

 
Step Five 
Once you have logged in to the account, it will open up to the Dashboards tab. You can access the Transaction 
Room that you were invited to from the Dashboards tab, or alternatively, access the Transaction from the 
Transactions Tab. Click on the Transactions Tab at the top of the screen, and then click on the transaction tile. 

  
 
  

 
 
 
 
 
 
 

 



 

 

 

Step Six 
When opening up a Transaction Room, you will always start in the Details Tab, and will see limited details 
surrounding the property. There are five tabs that make up the Transaction Room – Details, Documents, People, 
Envelopes, and Activity. 
 
NOTE: Envelopes are only available to paid customers 

 
 

Step Seven 
The Documents Tab is where you can add documents that you need to share out with others, or access the 
documents that have been shared out with you. 

 
Step Eight 
In the People Tab you can see all of the other individuals apart of the Transaction, as well as add any additional 
participants. If you need to add any other people to the Transaction, you can add them via the Network, which 
is anyone you have worked with before, or via email, an individual you are working with for the first time. 

 
 



 

 

 

Step Nine 
The Activity Tab shows the activity that has taken place in the Transaction Room. Activity such as, when 
someone gets added to the room and when documents are shared out. You can only see the activity that 
pertains to you. If another individual shares out a document to others in the room and not you, you will not see 
that activity. 
 
NOTE: the ‘owner’ of the room changed below. This is because the original owner added another agent on the same side as you. 

- (i.e. you are on the buy side, the agent added was the buyer’s agent) 

 
 

For more information, check out DocuSign’s Support Site: https://support.docusign.com/ 
 
 

https://support.docusign.com/

