
Transaction Desk Navigating

Transaction Desk is a secure online forms platform and document storage system. The customizable Dashboard 
provides icons, action buttons and display panels to quickly create a transaction, access your previously created 
transactions, send an electronic signing, and more!
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Tip: Click the "unlock" icon and then click the dot menu to show your widgets and customize your 
dashboard.

The Dashboard

1

2

3

4

5

6 7

1
4

2

6

7

7

4



Transaction Desk Navigating

Forms
Print or fill-in and save a form to use individually or add to a transaction. A search is available to quickly find a form or 
narrow to view a group of forms.

Documents
Transaction Desk includes unlimited document storage. Upload any PDF, Word, Excel documents or image files. Create 
folders to organize your documents.

Transaction Wizard 
Create, store, and send online transactions using the transaction wizard. You can begin a new transaction by clicking 
the Transaction Desk icon on any listing in Paragon, or by clicking the "Create Transaction" button in Transaction Desk. 
The wizard will walk you through the steps of selecting, auto-filling and completing forms, adding contacts, uploading 
additional documents, and sending for paperless signing using Authentisign. 

Authentisign Electronic Signature Service
Electronically send transaction documents to clients and other parties for paperless signing. This feature is also available 
in the transaction wizard. 

Contacts
Save clients that you commonly work with as contacts to quickly retrieve their information to add to future transactions 
or electronic signings.

InstanetFax
Create a cover sheet that allows you to fax paper documents to any email address. You can also create a fax back cover 
sheet that allows your clients to fax paper documents directly into the appropriate transaction file in Transaction Desk. 

Broker Tools
Managing brokers can add custom branding and create transaction checklists and approval processes for their offices.. 
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