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WELCOME TO THE ELITE TEAM

WHAT IS DOCUSIGN?

Document-signing software is technology that lets you sign 
documents online. It uses an electronic signature and requires 
no paper, printing, scanning or faxing of your document used 

to replace lengthy manual signing processes, e-signatures 
speed the agreement process and maximize productivity. At 
Only Realty we use Docusign to send off all of our Mandate 

Agreements and Leases. 



                                                                           SENDING YOUR FIRST MANDATE AGREEMENT?          
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 When logged into DocuSign the first thing you’ll see is the Main Dashboard.



WELCOME TO THE ELITE TEAMOn the DocuSign Dashboard the only sections that you will use as an 
agent is the “Manage Tab” and the “Template Tab”. The Manage tab is 
where we can you can track all of your documents sent out, you can also 
manage and track whether a Tenant or Landlord has signed and viewed 

your Document. The Template Tab is where you will you find all of 
templates to create your Documents. Let’s start by creating and sending 

out our first Mandate Agreement. 

Click on the Templates Tab to view all 
of the Mandates & Lease Agreements.

STEP 1
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Find the agreement you need and ONLY CLICK THE USE 
BUTTON. You do not want to the check the box or edit the 
document if you do it will edit the agreement for everyone!  

STEP 2
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STEP 3
Next enter all the recipients full names and surnames, I.E: Landlord, 
Tenant and Agent. IMPORTANT: Make sure you type in the recipients 
emails address correctly, if you type in an email address incorrectly it 

won’t send the esign document to their mail.  
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STEP 4

Delete recipients that are not required. I.E: If there is only 1 
Seller, Delete Seller 2. If you delete a Recipient it will 
remove all their required fields on your Esign document. 
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STEP 5
Title your Document as the name of the property you are 
doing the agreement for. This helps to find your document 
after the fact, if you have multiple documents it’s going to 
take you a while to find them. This step is mandatory.  

STEP 6

Now click send to complete the next step!
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The Document has now been sent to your email account! 
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Click Review and then Continue to start 

editing your Document.  

STEP 7



WELCOME TO THE ELITE TEAMIn this step you will complete all the required fields on your document. What you’ll 
notice is that only certain fields IN RED are required for you to fill in this is the same 
for the tenants and landlords. As soon as a recipient finishes their highlighted fields 

it will automatically send off to the next recipient. 

Lease Agreement : Agent > Tenant 1 > Tenant 2 > Landlord 1 > Landlord 2 > 
Office Manager > Agent Receives a Copy

Sale Mandate: Agent > Seller > Office Manager > Agent Receives a Copy

Fill in and send off your documents. 

STEP 8
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In Section 1.1 what you are required to fill out is 
“Individual Representative” this is you as the agent. 
Next fill in you FFC number and Date of Issue for your 
FFC, then click yes on “Mandatory Disclosure Form” 
and make sure the landlord signs and completes the 
Mandatory Disclosure Form. 

THE PROPERTY PRACTITIONER
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In Section 1.2 you as the agent are required to put in 
your Physical Address, Postal Address, Personal  
Mobile Number, Work Telephone Number and Your 
work Email Address. 

THE PROPERTY PRACTITIONER’S ADDRESS AND CONTACT DETAILS 



WELCOME TO THE ELITE TEAM

In Section 1.3 you will put in your agreed upon 
percentage of commision upon the sale of the subject 
property excluding VAT alternatively if the sale has a 
flat fee put in a ZAR value at “Agreed Rand Value”

THE PROPERTY PRACTITIONER’S COMMISSION.
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In Section 1.5 you must fill in the correct physical 
address and specifications of subject property. 
The Title Deed Number and Municipal Account 
Number is for the Landlord to fill in.  

THE PROPERTY
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In Section 1.8 you need to state the duration of the 
mandate period I.E: 6 Months. The Commencement 
date would be the start and end date of the entire 
Mandate Period. 

MANDATE PERIOD
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In Section 1.11 you will put in your agreed upon 
percentage of commision of the sale of the subject 
property excluding VAT or if the sale has a flat fee put 
in a value at “Agreed Rand Value, Last is the 
Occupation Rental is value is if the Buyer we’re to 
occupy the Seller's property before transfer. 

TERMS OF SALE 

Now click FINISH to send off your document!  
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Made a mistake on your eSign document? 1) Go to the Manage Tab  2) Click the down arrow and delete. 


