
FirmRoom  

Platform Overview



Table of Contents

Notifications 03 12Audit Log

Announcements 04 13User Settings

Data Room 05 14General Settings

Document Viewer 06 15Watermark Setting

Permissions 07 16Settings Non-disclosure Agreement

File Permissions 08 17Room Template Settings

Reports 09 18Help

Data Room Activity Reports 10

Data Room Activity Reports Continued 11



Notifications 03

See all your notifications across 

all of your rooms or filter by 

room.



Create mass notification 

messages that will be emailed 

to selected groups.

Announcements 04



Data Room 05

Select a box for additional 
functionality and bulk actions.

Hover and click on the three 

dots for additional functionality.

Create new folders and upload 

documents. You can also upload 

documents using drag-and-drop.

Access the most 
recently uploaded 

files.

Search for documents by title or for 
documents containing specific 

keywords.



See the past uploaded 

versions of the document.

Search for a word or phrase 

in a document.
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Copy the permissions set for this 

group to a new group.

Click for bulk actions such as 

moving users to other groups or 
deleting users.

Create a new group.

Add members by typing in their 
email address to send an invite.

Check the permissions set 
across all groups.
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Select the parent folder’s permissions. 
You also have the ability to hide certain 

files and folders within the parent folder.

Select which group you want to set 
permissions for and match the icons 

to the amount of permissions you 

want to set for each file and folder.

File Permissions 08



Export reports to Excel.
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Track progress by groups 

and documents.

Data Room Activity Reports 10



Track data room activity 

down to the document level.

Data Room Activity Reports Continued 11



Track all activity from the 

audit log. Filter by specific users.

Audit Log 12

Export reports to Excel.



Access your user settings such as 

account information, email notification 

frequency, and password resetting 

from the profile icon.
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Change the room name/background 

color, and data room’s default 
comment types.
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Change a document’s watermark 

type, opacity, and position.
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Enable non-disclosure agreements.
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Reuse a room’s folder/request 
structure for a new room.
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Click on the help icon to bring 

up live chat, 24/7 support 
number, video tutorials, and 

FAQs.
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