
How to Create a Digital Signing in 
Remine Docs+

First, there are a few different 
work flows for creating an 
electronic signing in Docs+. A 
couple are highlighted in this 
document, along with important 
tips to keep in mind.

Instructions: Login to 
Realcomp and choose the 
general Remine product.

From this module, select the 
“Contacts” menu item. 

Your contact information will 
then be available to you 
through the other Remine 
modules (i.e., Docs+ and 
Add-Edit).
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Login to Realcomp and choose the general Remine product.

Once in the Contacts portion of the program,  click “Add Contact”. 
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Enter your contact’s information and click “Save”. You will then receive a 
confirmation message that your contact has been added.

Important Notes:
1) Before beginning to use Remine Docs+ or sending documents to your 

clients through it, be sure both YOU and YOUR CLIENTS whitelist the 
following Remine email address in your email software: docs-no-
reply@remine.com. This will help to ensure both you and they receive the 
documents and notifications being sent/shared.

2) Before submitting an offer to a listing agent, call them or their office first 
to make sure they know an offer is being sent through Docs+. If they 
haven’t whitelisted the above email address, the notification email may 
end up in their Junk/Spam mail folder. So, this way, they will know to look 
for it.

fgreen@yahoo.com

mailto:docs-no-reply@remine.com
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Then, head on over to 
the Docs+ module by 
clicking the “Docs+”
menu item (shown 
below).
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There are then 2 choices for 
facilitating an electronic 
signing. You can either do 
this through “Create a 
Transaction” or “Upload a 
File”.

Note: Impersonate User is an 
option that only displays for 
Brokers and administrative 
personnel
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Through Create a Transaction:
You will be prompted to enter information regarding the transaction and 
the side(s) you are representing.

A transaction folder will be created and given the transaction name you 
enter here. If any fields don’t apply to the side you selected, simply leave 
those fields blank.

Note: You will see that the legal name(s) of the seller(s) auto-populate(s) 
from public records (a great time-saving feature)!

Click “Next”.
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At this point, you can add any checklists, packages (i.e., groups of favorite or 
required forms), or individual forms you wish to have included in your 
transaction for the signing.

In this example, to keep things simple, we’re selecting and adding a 
Realcomp Residential/Condo Listing form for the Listing Side which still 
needs to be filled out and signed by the seller.  When done, click “Next”.

Notes:
1) The forms found under the “All Forms” tab are Smart Forms. This means 

they have been pre-programmed to auto-populate fields of data from 
Public Records. These should already contain signature blocks for the 
signing. 

2) Not sure which forms you should be using for your transaction? This is a 
question that should be directed to your Broker/Designated REALTOR®. 
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After adding the Residential Profile Form to our transaction folder, the status
of “Draft” displays.

Note: In the status drop-down window (at right), you can also see other statuses
that can or will be assigned to the document throughout the stages of the signing.

Additional forms can also be added at this stage through the Form (+)
and Upload icons (upper left). If uploading your own forms to the transaction, you
will need to manually add the signature blocks.
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Click on the name of the form to fill it out in full.



How to Create a Digital Signing in 
Remine Docs+

To proceed with the signing, click the 
“Sign” button. Then, click “Continue”.
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You can sign the form yourself through 
the “Sign Now” button.

Click the “Send to Sign” hyperlink next 
to client name(s) to send the 
document (s) to them.

Important Note: You also have the 
option to “Sign Now” for your client(s). 
You would only choose this if you have 
been given the authority to do this by 
your clients.

STEVEN GREEN

FRANCINE GREEN
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Note: If you did not add the contact information for your seller(s) into 
Remine at the beginning of this process, you will need to add it through 
the “People” option in the program.

If the seller names auto-populated from PRD, you will need to enter their 
email addresses here. After completing the email address info for each 
signer, select each one and click “Send”.

Note: Your clients will receive the document for signing in the same order 
you selected these recipients (i.e., after seller #1 signs, seller #2 receives 
document for signing). 

STEVEN GREEN

FRANCINE GREEN



How to Create a Digital Signing in 
Remine Docs+

After sending the document, you will see a confirmation screen showing
it has been shared/sent. Click “Ok”.

Note: The recipients of the email will be able to electronically sign
and return the document(s) by following the online prompts. Feel free to
forward this consumer tip sheet to them if they need any assistance. 

You will be notified of the document being opened. You will also receive a
summary of the activity that occurred (sample messages shown below).

https://realcomp.moveinmichigan.com/Portals/0/Products_Services/Remine/Docs/Electronic%20Signing%20Guide%20for%20Consumers%20using%20Docs.pdf
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Tip: You can access the transaction later from the “My Transactions” menu item (shown above). After clicking on the 
transaction, you can see the status of the documents within it.
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Tip: To pull up the detailed activity on a document, select it from the transaction and choose the “History” function.
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CAUTION: If ever you need to RESEND A FORM to your client(s) (i.e., they say they never received it), from the appropriate 
transaction, choose the E-signs menu item (shown at top) and select RESEND (shown at far right).

DO NOT choose the regular “Send” option after sending the document out initially. This will cause document version issues and 
signatures to be cleared out.
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-OR-
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Through Upload a File:
After selecting “Upload a File”, you will be prompted to upload a file from 
your computer or network. Once you have selected the file and it has 
loaded, click “Continue”.
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You will be prompted to select a transaction as the 
destination for the form you just uploaded. Note: The 
document must “live” in a folder. 

If you don’t have a transaction folder setup already for 
the document, simply create one using the “Create New 
Folder” hyperlink (lower left corner of screen).

Follow the prompts on the screen.
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You will then see the form you uploaded listed in your transaction folder. Click the name of the form to open it.
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Fill out the form by adding the appropriate 
signature, initials, date blocks to the form. 
Other options for completing the form are 
also present. Then click “Send” and 
“Continue”.

Note: The recipients of the email will be 
able to electronically sign and return the 
document(s) by following the online 
prompts. You will be notified of the 
document being opened. You will also 
receive a summary of the activity that 
occurred. Feel free to forward this 
consumer tip sheet to them if they
need any assistance. 

https://realcomp.moveinmichigan.com/Portals/0/Products_Services/Remine/Docs/Electronic%20Signing%20Guide%20for%20Consumers%20using%20Docs.pdf
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To learn more about facilitating electronic signings through Docs+, be sure to attend a Remine Docs+ 101 Training Class or 
Webinar. Register through the “Class Scheduler” module, which appears on your Realcomp Dashboard. 

Additionally, more tip sheets and videos on Docs+ can be found on Realcomp’s corporate website HERE, under the Help 
section on RCO3®, and on Realcomp’s YouTube channel. 

https://realcomp.moveinmichigan.com/Products-Services/Services-Products/Remine-Add-Edit-and-Docs/Docs-Training-Materials
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