
 TRENDSTAR REALTY, INC. 
 

ASSOCIATE ONBOARDING CHECKLIST 
 
 
Thank you for choosing Trendstar Realty, Inc. and welcome, new Trendstar Associate!  
In order to ensure a seamless onboarding experience with our company, it’s important 
to follow these few simple steps completely.  Should you have any questions, please 
don’t hesitate to ask your Team Lead, Mentor, or Broker for assistance. 
 
The following steps should be accomplished in order (skip those already accomplished): 
 

1. Login to your “My License Services” account with the Texas Real Estate 
Commission (TREC).  If you don’t have a “My License Services” account with 
TREC, you’ll need to register for one.  It’s FREE!  Once logged in, you’ll need to: 
 

2. Under the first available drop-down menu (“Change your license information and 
manage relationships”), click on “Manage My Sponsorship (Sales)” then click 
on the “Select” button. 
 

 
 

3. Follow the instructions provided.  Click NEXT on the first screen. 
 

4. Use the search function to find the Trendstar Realty, Inc. Sponsoring Broker; 
simply type “451978” into the License # field and click “Apply Filter” 
 

5. Ensure LYDE, JASON SCHEER is selected and Click “Request Sponsorship” 
 

6. Great job!  Now, just watch for an email indicating acceptance of your 
sponsorship from the Broker (usually within 24 hrs).  Now, on to the next step! 
 



7. Watch for an “invitation” email, letting you know your company email account 
has been created (address format: firstname.lastname@trendstarrealtytx.com).  
The email will look like this (except with your name, of course): 
 

 
 

Your initial password will be in the following format: 
 
FIRSTINITIALlastname1234!  (example:  Klyde1234!) 
 
For your security, please log into your account ASAP and update your 
password!  PLEASE NOTE:  Auto-forwarding of incoming email to a different 
email address is OFF by default; if you would like to enable this feature, please 
shoot me an email and let me know. 
 

8. Watch for another “invitation” email, this time from our online back office 
system BrokerSumo, once your sponsorship is confirmed.  It looks like this:  

 

 
 

9. Click on the link provided in the email to start your onboarding process. 
 



10. This will take you to a website that looks like this (w/ your email, of course): 
 

 
 

11. After you put in your information (which will be your login credentials for 
BrokerSumo), you’ll be taken to the following screen: 

 

 
 

12. Just follow the prompts all the way through until you’re done!  Contact your 
Team Lead, Mentor, or Broker with any issues or questions you may encounter 
along the way.  Here are some tips for things you’ll encounter along the way… 
 



a. You’ll receive an email like this after the Automated Verification System 
(AVS) verifies your credit/debit card.  Nothing is charged at this point!  
(This is just the card you’ll use to pay any fees due to Trendstar Realty.): 
 

 
b. When you get to the Document Signing section, BrokerSumo uses 

DocuSign to allow you to sign all required documentation electronically.  
First, just click next to each document requiring your signature. 
 

c. Next, click on the Signature field (left side) and drag over to the signature 
line on the document (you’ll do the same thing for the date next to your 
signature).  Here’s an example screenshot for the Trendstar Realty, Inc. 
Company Policy Manual (You should also populate the Name, Date, 
etc. lines with the appropriate fields as well): 

 



 
 

d. Some documents will require you to add fields for your name, 
address, and other information.  You can use the Fields on the left to 
accomplish this, including a free-form Text field for any text, such as with 
the Independent Contractor Agreement below (contact your Team Lead, 
Mentor, or Broker for assistance, as needed): 

 

 
e. Be sure to read all the way to the end of each document, because 

that’s where the signature block is for some of them!  
 

f. Just do the W-9 like this: 
 



 
 

g. Congratulations, you’ve finished onboarding and you never have to 
do it again!    Again, please let your Team Lead, Mentor, or Broker 
know if you have any hangups or need any assistance – we’re here for 
YOU!  Hang in there…just a few more steps to go! 
 

13. Now, get started with dotloop!  Dotloop is the transaction management 
platform used by all Trendstar Realty Associates.  It allows you to conveniently 
start, work and close your transactions with the greatest of ease!  To get started, 
just click the link in the message dotloop will send you (it looks like this):  

 
14. This takes you to the screen below.  Just enter your new password and select 

“REALTOR/AGENT” from the drop-down menu (as applicable), and State: 



 
15. If you’re new to dotloop, this will create your new profile where you’ll create 

“loops” to maintain your transactions and transaction documents. 
 
IMPORTANT NOTE:  If you already have an account with dotloop, signing up 
(again) on the screen above will create a NEW profile for you under Trendstar 
Realty, which is perfect!  However, you’ll need to call dotloop to give them 
permission to transfer any existing loops (i.e. listings) into the new 
Trendstar Realty profile.  Their number is:  (513) 257-0551 (please have your 
Member ID # handy when calling). 
 

16. Follow the prompts in dotloop to get set up completely.  If you need help, or 
would like to access the dotloop support for online training videos, instructions, 
FAQs, and more, just click here after logging in for all the information you might 
need.  Of course, you can always call the Customer Service line for assistance 
as well:  (513) 257-0551 (please have your Member ID # handy when calling). 
 
 

Congratulations – you’re done!  And thank you again for choosing Trendstar Realty!  
We’re truly excited to have you as a member of the Trendstar Realty family and very 
much look forward to seeing you excel in all your real estate professional endeavors! 
 
Sincerely, 
 
 
 
J. Lyde 
Broker 
Trendstar Realty, Inc. 


