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Navigation Bar 3

This is where 
you will see 
your pipeline.

See all the rooms 
under your pipeline.



Email Notifications Settings 4

Choose which rooms you 
receive notifications from, the 
frequency of your email 
notifications, and what you are 
notified on. Each user sets 
their own email notifications.

Access all your user 
settings such as 
updating your account 
information, email 
notification frequency, 
and reset your 
password from your 
profile icon.



Select all views to 
see all custom, 
personal, or shared 
saved views.

Select all filters 
to filter all view 
by custom fields.

Select adjust view 
for different view 
options including 
view as a list, table, 
or timeline. 

Select new deal to 
create a new room 
and deal card.

Select save view to save 
a custom view with filters. 
Access all your saved 
views from all views.

Select the three 
dots to import or 
export a list of 
deals from Excel.Select open room 

to access an 
individual room.

Click on the deal 
card for additional 
functionality.

Board View Overview 5



Select all filters to 
filter your pipeline by 
predetermined fields.

Select adjust view to 
sort by custom field 
columns, and create 
a custom view.

Select open room 
to access a room.

Update deal fields by 
clicking anywhere in 
the columns to go to 

a deal card.

Table View Overview 6



Select adjust view 
to change to board, 
table, or timeline 
view.

See the deal’s expected 
duration (that is determined 
by the deal’s start date). 
Select to see the deal’s start 
date and signing/closing 
date if applicable.

Timeline View Overview



Deal Card Notes View 8

Upload relevant 
attachment/s 

to a deal card.

Select the deal 
description to 
update fields with 
deal details. Discard 
or save changes.

Add a contact to a 
deal for quick 
reference. Add the 
contact’s email, first 
name, last name, 
company, and role, if 
applicable.

Create notes for high-level 
updates. The latest note 
will appear on the main 
card deal view.

Use search to type 
in keywords from 
the deal’s notes. Select the three 

dots to edit or 
delete a note.



 Deal Card Emails View 9

Any attachments on 
logged emails will be 
stored here.

Log emails to a deal 
card using the 
Outlook plug-in.



See a room’s  
groups, members, 
and invites.

Enable room group 
reporting per group.

10Deal Card Groups View



Deal Card Phases View 11

Select the pencil 
icon to edit dates or 
leave a comment.

Track each set phases’ 
actual duration.



People Overview 12

Custom user fields, 
if any, are displayed 
here.

Add an existing 
person or invite a new 
person to a room.

Search for a 
specific person.

Filter people 
by room. Create an announcement to 

send an email notification to 
specific groups or users.

Export all 
contacts to Excel.

Hover to see a user’s 
associated rooms 
and deals.

Select the prohibit sign icon 
to remove a member from all 
rooms.



Deleted or Closed Deal Card 13

If a room is closed or deleted, 
select the options dropdown to 
reopen a closed room or remove a 
room from the pipeline (if the room 
has been deleted). 



Reports History Tab 14

See the fields from a 
specific date and time.

Export report 
history to Excel.



Reports Phases Tab 15

The timeline view shows how 
long each deal spends in each 
phase. The color bar indicates a 
deal’s current phase.



Reports Dashboard Tab 16

Select add view to create a 
custom chart
or add a report 
to the dashboard view.

Select the calendar icon 
to see what reports

looked like on a certain 
date.

Drag the arrow to adjust the 
chart size. Drag-and-drop to 
re-order a chart on the 
dashboard.



Reports Dashboard Add View 17

Give a new chart a title.

Select the chart type 
and calculation 
preference.

Click on the horizontal or 
vertical double-ended arrows 
to change the sort order of each 
axis.

Drag-and-drop custom 
fields into a pivot table 
to create a chart.



Settings General Tab 18

Select new phase 
to add a new phase 
or edit an existing 
phase.

Determine the 
organization’s public name.



Settings General Tab Continued 19

Customize the login 
screen background color.

Determine the deal 
orders in each phase 
using custom fields.

Inside the room, enable 
lists under the request tab 
to be a tab displayed at the 
top of the main header.

Choose a custom field to 
indicate what dates should 
show up for a deal in the 
pipeline timeline view.

View data storage 
usage across all 
deals.

Update to sync phases 
and fields with the 

BI reporting.



Settings Custom Field Tab

Create custom fields to 
determine which deal metrics 
will appear on deal cards. This 
also determines which deal 
metrics are used for filtering 
and reporting.



Settings Custom Field Tab Continued

Create custom fields to 
track data room document 
information (for the data 
room tab).

Create custom fields to 
track user information.

Create custom fields for group 
reports. These fields will show 
up for users inside a room if  
group reporting is enabled.

Create custom fields to track 
synergy data (for the synergy 
tab).

Create custom fields to track 
OKR data (for the OKR tab).



Settings Authentication Tab 22

Require two-factor 
authentication for all users 
to log in.



Settings Deal Pipeline Access Tab 23

Select a user to make 
access changes, see 
pipeline access, and 
access level.

Grant users access to the 
pipeline. Determine if access 
should be user access, 
manager access, or admin 
access.



Grant Access to Deal Pipeline 24

Type the email address of the 
user you would like to give 
access to and choose their 
access level.



Settings Deals Trash Tab 25

Restore or permanently delete 
deal cards that have been deleted 
from the pipeline. If a room has 
been deleted, the data inside the 
room cannot be restored from the 
pipeline. If assistance is needed, 
please contact your DealRoom 
Client Success Manager, as data 
can be restored for up to two 
weeks after deletion from the 
backend.



Billing 26

Cancel your current 
subscription. Access will 
be available until the end 
of the billing cycle.

Select view to pay a 
current invoice or 
download a receipt.



Notifications 27
Create mass notification 
messages (announcements). 
The announcement will be 
emailed to selected group(s).

See all the notifications 
across all of your rooms or 
filter the notifications by 
room.



Help 28

Click on the help icon to 
bring up live chat, the 
24/7 support number, 
video tutorials, and 
FAQs.


