
Open Email Provided and Accept eSignature Form of Choice
Once your real estate agent has shared a document with you to sign, you will receive an email with the 
subject line, “ACTION NEEDED - [agent’s name] needs you to sign a document - [date stamp] - [time 
stamp].” 

How to Do an eSign

1 STEP 1

Here’s a step-by-step guide on how to eSign 
your real estate contract and documents 
using dotloop’s quick, easy and secure eSignatures.

In 2000, the federal government’s ESIGN ACT (Electronic Signatures in Global and 
National Commerce) made eSignatures a recognized, legally binding form of signature. 

Fully compliant under the E-SIGN Act, dotloop enables real-time collaboration, which is 
actually more secure than any standard PDF signing solution by managing every version 
of the real estate transaction in one place. Dotloop has even patented this process in real 
estate. 

And because dotloop’s eSignatures are securely embedded into the document itself, 
every signed document exported from dotloop includes a link in the footer for the 
purpose of verification and fraud prevention.This ensures that if anyone attempts to 
fraudulently alter a document after it’s been exported from dotloop, we have a record     
of the most current version. 

Ready to start signing? It’s easy! Here’s how:



1

Click on Document

Click on “View Document” within the email. Click “Start Signing” in the upper-right corner.                      
You can scroll through the document before signing to review. Then, when you’re ready to sign,             
click the blinking blue button that says “Start Signing” in the upper-right corner of the document. 
This will initiate the signing process.

2 STEP 2



1

Adopt the eSignature of Your Choice

The document will automatically scroll down to the first place for you to initial or sign. There will be a red 
box that either says “Initial Here” or “Sign Here.” Clicking into the first red box will take you to a 
window that says, “Adopt Your Signature.” Your name and initials will appear in both script and print. 
You can also draw your signature by clicking on the words “Draw Signature” in the bottom left corner  
of the window. If you choose this option, use your mouse (or your finger on a mobile device) to draw 
your signature and initials. When ready to sign, click on the blue “Adopt and Sign” button. 

3 STEP 3



Finish Signing

When you’re finished signing, you will see a blue flashing button in the upper-right corner that says 
“Finish Signing.” Click on that button to auto-save and share the document with your agent. 

If, however, you are filling out and signing a document (versus just eSigning and initialing), you may see 
an “I’m Done” button in the top-right corner. If so, click on that to complete the eSigning process. 

4 STEP 4



Sign Up for an Account.

If you do not have a dotloop account previously established, you may create one once you’ve signed    
the document shared with you. This is recommended if you would like to have a place to view your 
documents online. If you choose to create a dotloop account, you’ll see three information fields.          
Two of the three will already be filled out with your name and email. Simply type in a password of           
your choice and click the blue “Sign Up” button. 

Alternatively, you can download or print the document before or after signing by simply clicking                
on the 3 horizontal dots at the top right of the page. 

.

6 STEP 6

Correct any Skipped Fields

If you miss any fields, a window will appear asking “Are you sure that you are finished?”                            
You can select “Show Me” and the prompts will automatically take you to any unfilled field on the 
document. The document will then be saved and shared with your agent.

5 STEP 5



Congratulations! You’ve completed your first eSigning.


