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Getting Started with TransactionDesk for  

Brokers and Admins 

 

 

 

 

 

This Getting Started guide is designed to provide self-paced resources to help you understand the role of a 

broker or administrator with Transactions (TransactionDesk Edition) and highlight the numerous benefits of 

using this platform. These resources, including videos, articles, and webinars, will equip you with the 

necessary knowledge to effectively use TransactionDesk Edition. At the end of this guide, you'll find additional 

resources to continue your learning journey and expand your knowledge further. 

 

Account Setup 

Setup the Broker Dashboard – Watch the Video 

 

Broker Dashboard Widgets 

 

 
 

 

 

 

 

 

 

 

 

https://share.vidyard.com/watch/H6osHv9ZQBxxxvB27yBpfg?
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Transaction Tools 
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▪ View all transactions and their statuses 

As a broker, it's crucial to have a comprehensive view of all the transactions in progress in your brokerage and 

to be able to monitor their status. 

Steps 

1. Navigate to Broker Tools. 

 

 

 

 

 

 

 

2. Select Office Transactions. The list of all office transactions is displayed. 

 

For each transaction, the number of checklist items in each status is listed, and a progress bar shows the 

checklist completion percentage. 

If you are set up as a document reviewer, you can click Review to launch a quick review of a transaction. 

You can click on the transaction name to open the transaction dashboard for a transaction. You can also click 

More Options green more options menu ellipsis icon to select any aspect of the transaction to view or edit, 

including the details, contacts, forms, documents, checklists, tasks, or signings, or to view the history of the 

transaction. 
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Impersonate an Agent 

As a broker or staff member, you can create or modify transactions on behalf of an agent by impersonating 

the agent. You must have super-user privileges to impersonate an agent. 

Steps 

1. Navigate to Broker Tools broker tools             and select Agents. 

 

2. In the list, locate the agent you want to impersonate. 

 

3. To the right of the agent names, click more options and select Impersonate.  

 

 
 

4. Click Yes. Your view in TransactionDesk changes to include a pink banner across the top whenever you 

are impersonating another user. 

 

When impersonating another user, you are logged into the system as that user. Anything you do in the system 

appears to be done by the other user. 

 

5. To stop impersonating the user, click the blue hand in the upper left corner. 
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Transfer a Transaction to Another Agent 

When an agent leaves your office, and your brokerage has enabled the Transaction Transfer feature, all of the 

files created under that agent are transferred to the office they just left. You may want to transfer the 

transactions you received to another agent, yourself, or the previous agent in TransactionDesk Edition. 

You must have Super-User access to transfer transactions.  

In this article: 

▪ Transfer a transaction that has defaulted to you 

▪ Transfer a transaction from someone else 

▪ Agents whose transactions have been transferred 

▪ Transfer a transaction that has defaulted to you 

Transfer a transaction that has defaulted to you. 

1. Navigate to Broker Tools 

2. Select Transaction Transfer—the list of transactions transferred to your displays. The name of the 

agent from which the transaction was transferred is displayed. 

3. Select (check) the transaction and click the basket icon. You can select multiple transactions, provided 

they will be transferred to the same person. 

 

 
 

4. Select who you want to transfer the transactions to. 

 

If you select Transfer to the previous agent, the transaction is transferred to the last agent, regardless of their 

current brokerage. 

If you select Transfer to another agent, additional fields are displayed. You choose the office first and then the 

agent. 
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5. Click Transfer. The transactions are transferred and no longer appear in your list of transactions. 

6. Confirm the transfer by clicking Yes. 

The agent receiving the transaction is sent an email confirming the transfer, and you should see a confirmation 

message at the top right of your page. 

 

Transfer a transaction from someone else. 

 

1. Navigate to Broker Tools. 

2. Select Office Transactions 

3. Select (check) the transactions you want to transfer and click the basket icon. You can select multiple 

transactions, provided they will be transferred to the same person. 

4. Select the transfer icon. 

 

5. Select who you want to transfer the transactions to. 
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If you select Transfer to me, the transaction is transferred to you. 

If you select Transfer to another agent, choose the office first and then the agent. 

6. Click Transfer. 

Agents whose transactions have been transferred 

Agents whose transactions have been transferred to another office receive an email from TransactionDesk 

Edition with a link to their transactions. They can access the transactions and download the document from 

the transaction. 

1. When your transaction is transferred to another office, you automatically receive an email from 

TransactionDesk Edition. The email includes a list of the transferred transactions and a link to each 

transaction. 
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2. To access the transaction, click the link in the email. The transaction name is tested in the above 

example.  

 

 

 

 

  

 

 

 

 

 

 

 

 

3. The link downloads a PDF of the transaction. Any documents attached to the transaction are also 

connected to the PDF. Save the PDF and its attachments to a location you can access in the future. The 

PDF file name is the same as the transaction name in TransactionDesk Edition. 

4. Repeat steps 2 and 3 for each transaction in the list. 

Notes: 

Suppose your office has the Enable Transaction Transfer setting set to Yes. In that case, when the agent leaves 

an office to go to another office, the transactions created at the current office are automatically transferred to 

the Super User for that office location. 

 

Broker Tools – Watch the Video 

 

Templates – Watch the Video 

 

Checklists – Watch the Video 

 

 

 

 

https://share.vidyard.com/watch/1fNMWSx8KHfChnaDZGtSAc?
https://share.vidyard.com/watch/eKMJYHwKrvnxsUvDyXwTo8?
https://share.vidyard.com/watch/TgBajvgm4d8JV4yS7cKBHz?
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Broker File Review 

The Broker File Review process is designed to provide brokers and their staff oversight of the transaction 

management workflow within TransactionDesk Edition. 

The process uses transaction checklists to outline the tasks and documents expected to be completed at 

various workflow stages. For example, a checklist might require several documents to be attached to the 

transaction before approval. When the agent attaches a required document to a checklist item, they specify 

that it is ready for review, and the appropriate reviewer receives a notification. 

When a checklist is created, the type of review required is selected. 

 

 

Types of reviewers 

The following types of reviewers can be set up: 

▪ Broker reviewer 

▪ Staff reviewer 

▪ Listing reviewer 

▪ Closing reviewer 

The number of reviewers set up depends mainly on the amount of oversight required by the brokerage and 

the size of the brokerage. For example, a small brokerage may set up a broker reviewer, and when the 

checklists are complete, the broker is notified and reviews the entire transaction. A larger brokerage may set 

up a staff reviewer to perform the initial review when the checklists are complete, with a final review by the 

broker before closing. A large brokerage may choose to have listing reviewers review transactions when a 

listing checklist is completed, separate closing reviewers responsible for reviewing all documents when a 

closing checklist is completed, an end-to-end review by a staff reviewer, and the final stamp of approval by the 

broker reviewer. 

A broker reviewer is the only type of reviewer that can fully approve a document. All other reviewer types can 

only partially approve a document. For example, if a checklist item requires both a listing review and a broker 

review after the listing reviewer approves a document, it is partially approved. After the broker reviewer 

approves the document, it is fully approved. If the broker reviewer reviews it first, it becomes fully approved. 

 



10 
 

Choose the options that work best for your brokerage. 

Notifications about reviews that are ready 

When super-users set themselves up as a specific type of reviewer, they select the option to be notified via 

email when the checklist item is marked ready for that type of review. 

Ways to review 

There are two ways to access the documents that are ready for review: 

1. Broker Tools > Broker File Review > Quick Review shows you only the documents ready for review. 

When you use the Quick Review option, you are presented with each transaction with one or more 

documents requiring review. You can review and approve or reject the documents in a transaction, 

then click Next to see the next transaction with documents to be reviewed. Use this method if you rely 

on reviewer roles and want to see only documents awaiting your review. 

2. Broker Tools > Office Transactions shows all the office transactions. You can filter transactions with a 

specific status from the list and review the documents by transaction. Click the Review button to the 

right of the transaction to see the documents for review. Use this method if you do not rely on 

reviewer roles and prefer to work from a single page in TransactionDesk Edition. 

Review multiple documents in bulk. 

You can review multiple documents in bulk to save you time. You can review all documents awaiting review 

for all transactions or individual transactions. 

You can review documents from Broker Tools > Broker File Review or from Broker Tools > Office Transactions, 

depending on how you want to work. If you want to see only those documents waiting for your review, you 

may find working from the Broker File Review page easier. If you want to be able to filter the list of 

transactions for a particular status first, then you may find it most straightforward to work from the Office 

Transactions page. 

You must be logged in as a super user and set up as a document reviewer in Settings > Program Settings > 

Broker File Review. 

Review all documents awaiting review. 

1. Navigate to Broker Tools. 

2. Do one of the following: 

▪ Click Review Documents. You see the list of transactions with documents awaiting review. 

Note: If you do not see the Review Documents option, you are not set up as a document reviewer. 
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▪ Click Quick Review. This option lets you navigate from one document to the next quickly. 

▪ Click Office Transactions. You will see the list of all the transactions in the office. 

 

 

You can filter the list of transactions to show only those transactions with a specific status by clicking the filter 

icon filter with no items selected. See Filter the List of Office Transactions (TransactionDesk Edition) for more 

details about filtering the list of transactions. 

Click Review to the right of the transaction name to review all documents for a transaction. 

Note: You are not set up as a document reviewer if you do not see the Review button next to the transaction. 
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The list of documents appears in the left-hand pane. The document preview for the selected document 

appears in the central pane. Click the Details tab in the left-hand pane to see the transaction details. Click the 

Notes tab in the left-hand pane to access the transaction notes. 

Note: you can update specific transaction details in the Details panel, such as the property type, and update a 

contact's details by clicking a contact name. 

3. Click on a document to review it in the central pane. 

4. Scroll to review the document. When ready, click thumbs up to approve it or thumbs down to reject it. 

5. On the left, select the next document to review and repeat the approval or rejection process. 

6. If applicable, click Update Agent to email the agent with the status of the checklist. 

7. If you are reviewing from the Broker File Review page when reviewing the documents for one 

transaction, click Next to move on to the next transaction in the list. If you are reviewing from the 

Office Transactions page, scroll down to the next transaction you want to review. 

Review documents for a single transaction. 

1. Navigate to Broker Tools 

2. Click Review Documents. You see the list of transactions with documents awaiting review. 

 

3. Expand the document list for the transaction you want to review by clicking the down arrow to the left 

of the transaction name. 
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The list of documents appears in the left-hand pane. The document preview for the selected document 

appears in the central pane. Click the Details tab in the left-hand pane to see the transaction details. Click the 

Notes tab in the left-hand pane to access the transaction notes. 

Note: you can update specific transaction details in the Details panel, such as the property type, and update a 

contact's details by clicking a contact name. 

4. Click on a document to review it in the central pane. 

5. Click on the more options menu of the first document and select Review Document. 

6. While reviewing the document, you can do one of the following: 

▪ To approve the document, click the thumbs-up icon. The Notes page will appear, where you can 

add any notes to the document and click Save. 

▪ To reject the document, click the thumbs-down icon. If you reject the document, you may also 

want to reset the review process so it must be submitted again. Click the reset icon. The Notes 

page appears, where you can add notes to the document. Click Save. 

▪ To add a note to the document, click the notes, click Add, select the canned note text, type the 

note text, and click Save. The note is added to the list of notes for the document. 

7. Continue to work through each transaction document, approving or rejecting them as appropriate. 

8. To lock the transaction, preventing further changes to the transaction status or the closing details, do 

the following: 

▪ Click the flag icon to the right of the transaction name. The Transaction Status window appears. 

 

▪ Click the lock icon. The Lock Transaction window appears. 
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▪ To lock the transaction status, select (check) Lock Transaction Status. This prevents changes to the 

transaction status by anyone who is not a super user. Note: If you need to change the transaction 

status after it is locked, you need to unlock the transaction status again to make the change. 

▪ To lock the closing details, select (check) Lock Closing Details. This prevents anyone other than a 

super user from changing the closing details (list and purchase price, offer and closing dates, 

address and legal description, and, for Lone Wolf Link integration transactions, property type, and 

classification). 

▪ Click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


