
1 

Table of Contents 
 
I.   Getting Started with DocCentral .......................................................................................................................... 2 
II.   DocCentral Preferences ...................................................................................................................................... 3 
III. DocCentral Files .................................................................................................................................................. 4 
IV.  Document Center 

Contacts ........................................................................................................................................................ 5 
Public Access Code ...................................................................................................................................... 6 
Adding Documents........................................................................................................................................ 7 
Working with Documents .............................................................................................................................. 9 

Northern Nevada Regional MLS 
Updated April 2009 



2 

I.  Getting Started with DocCentral 

DocCentral is a secure document storage platform open to all NNRMLS members.  DocCentral has been 
designed as a simple, intuitive and cost-effective tool that allows real estate professionals to manage and 
organize their documents. Documents are stored on secure servers and accessible online 24/7 by agents and 
the clients and vendors they authorize. By taking transaction documentation off agent laptops and out of filing 
cabinets, DocCentral eliminates redundancy, safeguards information, and ensures there will always be 
enough space for even the largest document files. 
 
The best part about DocCentral is the unlimited storage capacity.  DocCentral is the perfict place to store not 
just your transaction documents, but any document.  Store photos, copies of your insurance policy, personnel 
files, or just about any other document you can think of.   

· Windows XP SP2 / Windows 2000 
· Internet Explorer 6.0 or higher 
· Adobe Reader 6.0 or higher 
· Internet Connection, high speed is recommended 

System Requirements 

There are several ways to access the DocCentral program.  Most are through the Paragon Online MLS 
system.  The first is the direct link.  The direct link for DocCentral is located on the Resources menu of 
Paragon. 

Accessing DocCentral 

You may also access DocCentral through the Listing Maintenance portion of Paragon.  Accessing DocCentral 
through listing maintenance will automatically load the DocCentral file associated with that particular listing.  If 
no file exists for that listing, one will be created. 

The last way to access DocCentral through Paragon is the quick link located 
under the primary photo on the MLS All Fields report.  For this method to work, 
you must have already created a DocCentral file for the listing. 
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II.  DocCentral Preferences 

Since DocCentral is closely integrated with the Paragon system, most options in the My Profile section are 
disabled.  If you see incorrect information in the My Profile, contact your local REALTOR association.  
Changes will flow through Paragon and eventually into DocCentral. 
 
If you would like to upload your photo to 
DocCentral, just click on the photo box .  You 
will be prompted to select the photo from the 
available files on your computer.  Find the 
appropriate file and click Open.   
 
Once your picture has been loaded, click 
Update to save your changes.   
 
The best file size for DocCentral is 75x113 
pixels.  Files should be JPEG images.   
 
All other fields on the My Profile are auto filled 
from Paragon. 

My Profile 

Brokerages have the ability to customize the look of DocCentral to tie into the look of the brokerage.  The 
DocCentral colors can be modified and the DocCentral banner may be modified to include the brokerage 
name or logo.   
 
Contact NNRMLS for more information on Co-Branding DocCentral for your brokerage.   

Company Co-Branding 
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III.  DocCentral Files 

To create a new file, Click on the My Files menu.  When you see your inventory of DocCentral files, select 
Create New File.  

Creating a File 

Fill out the Property Info form with the Property Address, City, and State. Fill in other information as desired.  
DocCentral can use an MLS Number to find the property in Paragon and import the information.  Simply 
select the desired property type and enter the MLS Number.  Select MLS search to start the import.  

Each DocCentral file is given a unique ID number.  This ID number is similar to an MLS Number in Paragon.  
To see the details of a file and to add documents to a file, click on the ID number.   

Click on the ID Number 
to open the file 

Click Submit to save your new file. 

If you did not import the listing information from Paragon fill out the Address , City and State info boxes.  All 
other information is optional.  If you wish to add a photo, click on the Change Picture link under the No Photo 
Available image.  Browse for the image on your computer and click Apply.  
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IV.  Document Center 

DocCentral allows you to share documents with other people.  To add a contact in DocCentral, click Edit 
Property & Contacts. 

DocCentral Contacts 

Each DocCentral user, both agents and non agents, are identified by an e-mail address.  If you are sharing 
documents with other agents or real estate professionals (lenders, inspectors, etc.) you may wish to search 
for users to see if they may already have a DocCentral account.  To start the search click Search For Users .  
If the user is found, they may be added to the document. 

To create a new DocCentral user fill out the user form.  Click Add to finish adding that user.  DocCentral will 
send a welcome message to that user with a link and password to the DocCentral system.   
 
After all your users have been added, click Return to Document Center to begin adding documents.   
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You don't have to be a full contact to gain access to DocCentral.  A public access code can be generated to 
open documents to the public.  Only documents that are marked as Public will be accessible using the Public 
Access Code function (see page 9 for document permissions.  Click On Generate Public Access Code to 
make the document file public.   
 
Once the Public Access Code is visible, the only way to access the document file is to manually send an e-
mail with the DocCentral URL (http://doccentral.trpoint.com/?nnrmls) and the public access code to the 
individual you wish to give access.   

IV.  Document Center 

Public Access Codes 

On the DocCentral public login screen, there is an option labeled, Click Here to vie Public Documents.  When 
a public user clicks the link, they must provide the Public Access Code and contact information to proceed.  
DocCentral will record this information in the Document Log (see page 9 for information on the Document 
Log). 

To remove all public access, click the link to Remove Public Access Code from the document center.   
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IV.  Document Center 

Doc Central has several ways to add documents.  The first is a direct upload from your web browser.  From 
the Add Documents dropdown list, select Upload Document—Via Browser.  

Adding Documents via Browser 

Give your document a title 
and description.    

Select the privileges for 
your document.  You may 
share a document with 
any or all of your contacts.   
 
Private documents are 
only viewable by you. 

Browse for your 
document.  

Click Upload to finish 
adding your document  

When the upload is complete you will see your document added to the list of documents for a file.   
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IV.  Document Center 

The next way to upload documents is to fax them to DocCentral.  From the Add Documents dropdown list, 
select Upload Document—Via Fax. 

Adding Documents via Fax 

Give your document a title 
and description.    

Select the privileges for 
your document.  You may 
share a document with 
any or all of your contacts.   
 
Private documents are 
only viewable by you. 

Print the cover sheet and fax your documents to DocCentral.  Your documents will be converted to PDF and 
added to your file.    

Click Create Cover Sheet 
to create the special cover 
sheet for DocCentral.  

Each DocCentral file is assigned a unique e-mail address based on the File ID Number.  To e-mail 
documents to DocCentral, simply send an e-mail with the documents attached to the special e-mail address.  
DocCentral will convert the document to PDF and add it to your file.   

Adding Documents via E-mail 

The special DocCentral e-mail address is listed on the file details in the 
Document Center.  
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IV.  Working with Documents 

Once documents are loaded into DocCentral, additional options are available for every document.  Each 
document has icons for the different functions. 

Document Attributes 

Send to Paragon 
By Clicking on the Paragon logo, your document will be sent to Paragon as an 
Associated Document.  You must have the MLS number Identified in DocCentral, 
and you must have maintenance rights to that listing. 

Document Log 
The L icon is a Log of the document.  Keep track of when the document was uploaded 
and who has viewed the document.   

Document Privileges 
The P icon is a way to modify the privileges other users have on a document.  Add or remove users from 
viewing a document.  Only documents marked as Public will be available for the Public Access code. 

E-mail 
E-mails the selected documents. 

Move 
Moves the document to another DocCentral file.  

Print 
Prints the selected documents. 

Remove 
Removes the selected document from the file. 

Rename 
Rename the selected document or change the document description. 

There are several actions you can perform with each document.  When you Work With Documents, simply 
select the document by placing a check in one or more boxes, then select the desired action from the drop 
down box. 

Working with Documents 

Check the appropriate 
documents. 

Select an action from 
the dropdown list.  


