zipForm® Plus

Agent User Guide

Cet online to save time and money using zipForm® Plus. zipForm® Plus helps eliminate repetitive data entry and duplicate
paperwork while keeping transaction information in one secure location. Easy to use drag-and-drop features and intuitive quick
tools help any user get up and running in no time, while seamless integration with document sforage and paperless signatures

helps agents to manage the transaction from sfart to finish from one location.
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Completing and managing files with zipForm® Plus allows real estate professionals to work efficiently, accurately, and
professionally throughout the real estate fransaction process.

This guide will provide you with the tools fo complete forms and work inside of transaction files using the easy and flexible HTMLE
tools in zipForm® Plus.
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S elcome

Welcome to your zipForm® Plus account. Using the tools inside of zipForm® Plus, you can quickly organize fransaction files for
clients and properties, rapidly complefe real esfate transaction forms, and streamline the sales process.

zipForm® Plus works on today's computers using the latest HTMLS technology, without any special downloads or plugins,
maximizing your screen use and productivity. Use your choice of operating system or browser, including Google Chrome, Apple
Safari, Mozilla Firefox, or Microsoft Internet Explorer @ and above.

e 3

=" Microsoft

You can sign in through any computer by visiting www.zipformplus.com, or sign in through your association or brokerage website.

You can also enable the zipForm® Mobile Web Edition for access from a mobile device, such as a tablet or a smartphone.

learn more at www.zipform.com/zimobile

When you first sign in, you will see your TRANSACTIONS page. This page can be used fo create and manage your transaction
files from anywhere. Transaction files can contain the forms, documents, contacts and signed contracts for a specific property and
client. Information entered info one form of the transaction automatically flows to the other forms in the file, saving time and
eliminating duplicate data entry.

zipForm Plusi# &)

TEMPLATES CONTACTS HELP FEEDBACK
E O O EE m B I S 7w E
Foms New Delete Import Export Clauses  LookUp  Morigage Vault Create Service  Nel Sheets

Manager  Calculator  Stafistics Digital Ink  Providers

Actve Joh| v sont- =

213 First Ave - 234567
Listing, Residential
Modified 2 weeks ago a

W

hma 234 Offer Ave - 23456

i

B 456 Main Blvd - 13456
B Listing, Residential
s Modified Tue Feb 16 2014

9

Purchase, Residential
Modified 4 weeks ago

Figure 1 - Finding a file on the TRANSACTIONS page using a keyword search

The files can be searched instantly by typing in the Enter Keyword(s) search box. zipForm® Plus searches transactions by the
name of the file enfered under Transaction Details, and by the property address, client name(s), and agent namel(s) saved in the
text fields of a form inside the file.
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Creating Your zipForm® Plus A

zipForm® Plus is the Exclusive and Official Forms Software of the NATIONAL ASSOCIATION OF REALTORS®, used by agenfs in
the United States and beyond. Local, sfafe, brokerage and MLS forms are available across the country, with forms across the
United States. With forms in 47 U.S. States, Guam, and Mexico, zipForm® Plus helps agents to work in today's market using the
latest technology to streamline transaction paperwork, reduce risk in the real estate transaction, and provide topnotch service to
clients around the world.

A zipForm® Plus account can contain all of the sets of forms, called forms libraries that an agent needs. Agents can have sfafe,
local, MLS and brokerage forms libraries in one convenient, secure location, and the high quality of zipForm® forms ensures that
client, property, brokerage and transaction information flows accurately and instantly across all of the forms.

Individual Agents: Signing up for zipForm® Plus

If you are an individual agent, you can sign up for your zipForm® Plus account through your association website, or by visiting
www.zipform.com. At www.zipform.com, you can order a new zipForm® Plus account, download the deskiop version of

zipForm® Plus, called zipForm® ¢ Standard, or add features, such as zipForm® Mobile Web Edition for access on your phone
or fablet.

When you sign up for your own zipForm® Plus account, you will be prompted to select how you would like to work and store
your files. Using the online, secure cloud-based storage in zipForm® Plus with zipVauli® allows you to work safely and securely
from any computer with an infemet connection. This means that you will always have access to your forms, contacts, and
documents — the heart of your fransaction.

Once you have selected the version(s) of zipForm® that you are using fo access forms, you are prompted to select your libraries.
Libraries can be added based upon your membership in different associations, which is defermined based upon your NAR
member number (NRDS number).

Brokerage Agents: Set zipForm® Password e-mail

If you are an agent within a brokerage or team account, you From  rorepy Bzplog.com
To: Haly Agent
will receive an email with the subject line “set zipForm® Subjedt:_setmpFom pusswora
password” from noreply@ziplogix.com. '
Sent From zipForm® Plus =
Kally Agent Zipform Plus 7»

The user can click the link inside the email, or copy and paste

the provided link in order fo set up their password for accessing T -

zipForm® Plus at www.zipformplus.com. Diver tcuty

Welcome to zipForm® Plus, the administrator (Jassica Admin) has created an

. . . account for you

To sign in, the user will use the password that they set up along
. . . Toset your password: click here

with the username entered by the admin when creating the

If the above link does not appear, copy the following link into your internet browser

account. hnu.._m_-lfmpilnnhp.amnm.iéu.
2EmplOSzNZA 3 de3d

Enler your password and click Set Password

You will use this password each time you login
Please do not reply, this email address is not monitored

Thank you,
The zipLogix Team

Additional zipLogix Support: hitp://support ziplogix com/

Figure 2 - Set zipForm Password email
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RANSACTONS

The TRANSACTIONS Screen offers the ability to quickly find, start, or navigate through any transaction files. Use the quick start
tools at the top to start a new transaction and jump to filling out real estate forms, or quickly find files with realtime search and

personalized file views.

zipForm Plusi®
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| Created  Mon Feb 132012 B Copy
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! A
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Type Listing, Residential
B 234 Purchase Drive 789 B Forms Advisor 345 New Year Drive
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A zipForm® Plus transaction represents the forms, documents, and information for a specific client and property. The common
information within a file flows automatically between the forms, including the property information and information about the client
and other key transaction parties. With the zipForm® Plus transaction, automatic data flow and other key tools help real estate

agents to save fime and be more accurate in every file.

Tools can be used alongside the zipForm® Plus forms to enhance the transaction. Store documents, such as PDFs, alongside forms
using the zipVault® feature, or send forms for paperless e-Signatures using direct integration with ziplogix Digital Ink® or

DocuSign®.

Click on a file name open and edit the forms or documents for that property. Click the file's picture icon to add a photo of the
property, or click the New button fo start a new transaction (set of forms for a property or client) from scratch or from a template
(saved sef of required forms). The file's advanced menu provides easy access for additional tools, such as making a copy of the

entire fransaction.

Your zipForm® Plus profile is always accessible in the top right of the screen. It can be opened at any time fo personalize
zipForm® Plus by adding your picture, email signature, and customizing the company information that prints on the bottom of your

forms.

The clear, modern navigation built in to zipForm® Plus keeps essential information available at all fimes.
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Creating a Transaction _

The transaction file is a sef of contracts (zipForm® forms) for a specific client or property. Transaction information, including
Transaction Parties and Property Information, automatically flows from form to form as each contract is completed or updated
within zipForm®. Additional tools, such as zipVauli® to store documents, and ziplogix Digital Ink® to sign documents, can be
used alongside the zipForm® Plus forms fo create a seamless paperless fransaction.

Start working in a new set of forms

Follow these easy steps to create a professional and time-saving fransaction inside zipForm® Plus.

zipform Plusig 5

CONTACTS HELP FEEDBACK Cassandra Daw"s

B W B B M g ~» %

Eoema Clsuses  LociUp  Morigage Vil Transfer  Creste

Advisor Manager Caloulster Statistia  Tamsctions Digital Ink  Providen

i Sort - —

ew Sale Drive = 456 Jones Ave ¥ 456 Main Street 234 Main Street
Residential ﬂ Listing, Residential Purchase, Residential Listing, Residential
d just now - Modified 1 hour ago Modided 20 hours ago = Modified Tue Apr 30 2013
Rl ) WD
Create a Transaction
Transaction Details

1. Click the New button on the
TRANSACTIONS page

Name: 987 Main Street

Transaction Type Propetty Typs 2. Enter a file name, such as the
@ Listin @ Residential © Commercial
3 property address, for the
© Purchase © Industrial  © VacantLand transaction
s inc © MultiUnlt Tip: You can later search for files
by name, address, client's name,
Office Address  zipLogix Firm v

and more using the “Enter

Apply Template B o Keyword(s)" field on your

Transactions page

e g packer i 3. Select the appropriate template
:: ::::::mplm (forms packet] fo start the file
ﬂ New Tralning Template Tip: This template will add key
Purchase Agreement Counter Offer Template fequifed forms to the file. If you do
Purchase Agreement Template F not see the Temp/ofes option, you

Add Photo

Sales Packet do not have any templates

_m.

Sales Packet - CDavis available. Create master templates

on the TEMPLATES page.

» save. || close 4. Click Save

Figure 3 - Starting a new transaction

-
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Filling out transaction forms

Transaction forms can be completed by filling out the blank fields within the form layout, or
by using the Parties and Property tabs within the file. Key information inside the forms
automatically flows between all of the forms in the file, including client's name and contact
information, property address, and agent information. 6. Click a form on the
Documents fab to open it

Click a form in the All Forms
tab to add it to the file.

 zipformPus(d g s © ® and fill it out
e comers e reeowx o 7. Click and type fo fill out
ssru-ln%m %) [ cocmens | 2 rarsies | #hreopery IR - <+~ | [ ——— form fields
n < E B & B o E= O Sl - SR Tip: Key fields, including client
. I sl ”‘ " mm =4 name and property address,
B' (e will automatically flow between
— E L your forms inside the file
= qﬂ T 8. Click Save
- A A = Q. Click Email to email or fax
a8 TR contracts
= 10. (Optional] Click e-Sign tc
' send for signatures using
p—— DocuSign® or ziplogix
T Digital Ink®

zipform Plus
CONTACTS FEEDBACK
987 Main Street ¥ = =
Listing, Residential 1 E D~ e = B ¥¢ & eee
Modtad justniow Erail Transaction  Fagthll Savens  Highlight Stk &Sign
Info POF Conrect
My Forms
Transaction Cover Sheet =
e m STANDARDLISTING CONTRACTExclusiveRightto Sell @ _
4 g T £ <
Lead-Based Paint Disdosure w 1 THISISINTENDED TOBEA LEGALLY BINDING CONTRACT. IF NOT )JOD OWHER IS ADVISED TO SEEK THE ADVICE OF o
£ 2 COMPETENT LEGAL COUNSEL. £
ERC Property Status Form - 2001 G 3 PARTES: T 5
_ Yoy selterts) ] w
ERC Homeowner Discl. Statement - 4/92 > 5 ListingFi =
- 5 LENGTH Full Name of First SELLER, LANDLORD or SUBLANDLORD 3 T <
NEW Broker's Market Analysis and 7 on(date) | Jane Doe| | e thereat dosnan; \
8 transach
ERC Real Estate Broker Invoice - Version S PECER Full Name of Second SELLER, LANDLORD or SUBLANDLORD
10 (5.230,000.00 )
Change to Listing Contract - 12111 11 Terms _| Total character amount for both Sell 60 ch
12

R ——
13
14 PROPERTY. Legal Description

15

16 C ] as

17 Cityot . Countyof ST Zip

18 The ingi are to be leflupos p as partofth  property p E i

19 wood stoves, builtin appliances, screens, storm doors, . curt; d , attachedfloorc ing

20 TV. antenna, air cooler or conditioner, garage door openers and controls, amcnednreplace equipment, mailbox, trees, shrubs,
21 and alifitures except
22
23
24 Thef propertyis alsoinc part of the property off salefor saidprice:
25

Figure 4 — Completing forms inside the zipForm® Plus file

www.ziplogix.com Agent User Guide | Page 7




Using o Template (previously saved packet of forms)

A template is a saved packet of forms created by the agent, broker, or office administrator using the TEMPLATES page (see

TEMPLATES, page 13). Templates are best used from the TRANSACTIO

NS area of zipForm® Plus. Templates can contain

standard forms, and may be partially filled out with common text specific fo that type of fransaction (such as brokerage information
for the side you represent). Users with zipVauli® can also have outside documents (such as Word docs or PDFs) and folders for

organizing documents automatically added fo the file.

Use templates to save fime within a transaction by applying the template to the transaction file. This can be done when sfarting

the transaction or it can be done at any time during the fransaction.

Apply a template to a new transaction

One of the easiest ways fo use a template is fo apply a template when
starting a new fransaction file (see also Creating a Transaction, page
6). This starts the fransaction file with all of the required forms, including
saved fext that is appropriate for the type of file, such as your brokerage

Transaction Derails x |

information.

Start a new fransaction file by clicking the New button on the

Apply Template

New Listing Packet

Name: | 987 Main Street
Transaction Type Property Type
@ Listing ® Residential © Commercial
© Purchase © Industrial © VacantLand
O Lease © MultiUnit
Office Address  zipLogix Firm | w

Apply Template K4

TRANISACTIONS page

2. Name the transaction
3. Use the Apply Template dropdown to select a template
4. Click Save

The new fransaction will be created using the forms from within the
selected template. It will also contain the template’s saved text and
documents [if using zipVauli®).

More than one template can be used in a fransaction, but only one can
be selected at a fime.

Apply a template to an existing transaction
The Apply Template quick edit tool can be used at any time from a tran

zipForm: Plusi# 5

TEMPLATES CONTACTS HELP

V[ B pocuments I 22 parties [ ﬂ‘l’ruperly

ol X Apply Template

Temgiste  Documant

234 Offer Ave - 23456

-
Transaction Status  Active | v

|l Folders.
.l

e
Option to Purchase -
[OTP]

Buy - Sell Agreement
(7 Page) - [BUYSELL]

Transaction Cover
Shest - [ COVER]

New Listing Template
New Template
New Training Template

Purchase Agreement Counter Offer Template

Purchase Agreement Template

:|
Sales Packet - CDavis

Save Close

Figure 5 — Select a femplate for a new fransaction

saction file's Documents tab.

v
Select the template you want to add to this transaction x®

Note: Applying a template will populate empty fields with template data.
If transaction already has forms that have been filled in, some of these
values may get changed.

| Name | Type |
Brokerage Standard Forms - Required Agent

Listing Packet

Purchase Agreement Counter Offer Template

Purchase Template

Agent
Agent

Click Apply Apply  Close

l |

www.ziplogix.com

Figure 6 — Apply a template to an existing transaction
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Parties Tab

File input and organization are streamlined through the Parties and Property tabs within the file. Enter file information on these

tabs and waitch it flow directly through transaction forms. The

zipform Plusig &

TEMPLATES CONTACTS

123 Signa Way M. r- Documents l 28 parties ry Enter Keyword(s) .

Listing, Residential @
Modified 35 minutes 12 —
e © O o o - =
Thu Oct 13 2016
Maw Deiete Transacton
L

“ Y Al Parties i

. Y Buyer Contacts Joe's Trust, LLC & Jim Smith
3 u Solr Contacls Buyer One ; ' Buyer Two

u Service Providers

Kim Seller
Parties Tab '\. seller One ‘

Click the Parties tab (1) inside the zipForm® Plus fransaction in order fo update contact information for parties

Z5e Jimmy Q. Seller
1 seller Two

(fransaction participants) in the forms and the transaction file.

Click the New button (2) to add a party by completing contact information, import from a saved vCard file, or add a
saved confact from your zipForm® CONTACTS page. Information entered or updated using the Parties tab is filled ou-
or updated in the forms for this fransaction, and can be used when sending via email, fax, or e-Sign. Likewise,
information entered on the form updates the Parties tab.

Click on a category (3) to easily sort contacts, or Enter Keyword(s) (4) to search through the transaction parties. Click
the confact name or picture (5) to edit contact information, add a picture, or save this contact to your zipForm®

CONTACTS page for use in future transactions.

Transaction Party ®
Buyer/Tenant Two I+ 3R Add Contact
Role Buyer/Tenant Two Straet Address | 123 Main Street v
Firstame | Joy oy cry v Note: The drop-down look up fields from your forms will
iddie Name e | 57 v also carry over fo the Parties and Property tabs. Click the
Last hame | smith Counsy | County | down arrow on a field to enter previously typed information
iy ¥ IS iend X info this field. This makes it easy to complete common fields,
s "D'"': :‘W"i sl v - such as City, State, or Zip Code.
mneL L Parties can also be added from your zipForm® Plus
e E CONTACTS. To fill in party information (and fill out your
pov form) from a saved contact, use the Add Contact button
— = when entering party information.

Figure 7 — Add Parties to the transaction
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Property Tab

Complete key form information quickly and without distractions using the property tab, which complements the already popular
Transaction Coversheet form and Transaction Info form filling shortcuts. The Property tab offers a central location to reference and
update all of the property information for the zipForm® file, or quickly import MLS listing data using zipFormMLS-Connect® (see
Import listing data to the forms with zipFormMLS-Connect®, page 11

ZipForm: Plus 4 8

TEMPLATES CONTACTS HELP FEEDBACK Cassandra Davis

Listing, Residential

Modified 5 hours ago
| Emres n B ﬁ o ‘ d‘tﬁ ‘
Thu Oct 132016 ) -
Save MLS Transaction
Coimack info Remove
MLS Number 123456
Street Address 123 Signa Way . N
1
City Springfield 5
Township Center Township Y. G
County Silver County %
State ST v
1
Zip Code 12345 I o
Legal Description
Listing Date Wed Jan 08 2014
Price 345,000.00

Terms of Use  Privacy & Security  Support

Figure 8 — The zipForm® Plus transaction file Property tab

Property Tab

Click the Property tab (1) inside the zipForm® Plus transaction in order to update or reference property information
enfered in the forms and the transaction file.

Click and type to fill in property information, or use the Look Up field arrow (2) to look up information previously
typed in this field for this fransaction or other transactions in zipForm® Plus.

Click on the property picture (3) to change the photo representing this property, and click Save (4) to save all
changes fo this file.

Where available, the MLS Connect butfon can be used o import MLS information into the property fields.
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Import listing data to the forms with

zipFormMLS-Connect®

Import MLS Listing information directly info your zipForm® Plus contracts.

The zipFormMLS-Connect® button can be used affer

Property tab (see Property Tab, page 10). Use zipFormMLS-Conneci® to instantly import listing data to the forms

from a participating MLS.

zioForm: Plusi# &

7o

MLS
Connect

opening a form in zipForm® Plus, or it can be used from the

« B AE & 6 = B £ B 72 eee @
Back Fuliscreen Save Emadl Print  Transscton  Fag Sevess  Hghight MLS Sgn
Info POF Connect
Update From MLS x
Step 1: Choose MLS
p MLS Name: mLs |V

4 MLS User ID: MLSUsername Password: ouuuu.-{ —‘
2 0
E MLS User ID and Password may be case sensitive. E
= i
= —
= Step 2: Find Property <
p Listing Type: RESIDENTIAL v MLS Listing ID: 23456
Address: 1234 Main Stree: Listing ID: 23456
City: City Listing Price: 345,000
State: ST Listing Status:  Active
Postal Code: 12345 Date: 08-03-2013
Property Type: Residential AgentID: 98765
p Import Close
4
| Buyer3Name: .. ...

Import from ’rhe

1. Click the MLS-Connect button
Select the MLS Name and enter
the MLS User ID and Password, if
required.

Select the Listing Type and enter
the MLS Listing ID, and check the
box to include the property photo if
it is available.

Click Find to search for this listing
on the MLS.

Confirm the MLS listing information
is correct and click Import.

www.ziplogix.com

Figure @ — Using zipFormMLS-Conneci® in zipForm® Plus

Note: Adding the Cover_Sheet form in the zipForm® Plus file ensures that
all of the possible information from the MLS is saved into the forms.

zipFormMLS-Conneci® can also be used from zipForm® Plus, zipForm®
Standard (located under the Tools tab), and zipForm® Mobile Web
Edition (located within the More menu).

<« 0 L E @ & B -

456 Maip Strest

Delate Transaction

Import MLS Listing Data

zipFormMLS-Connect®

Additional Provisio ddendu

Calculator

L ge: English

AHS Home Warranty FlexPlan - 2/08 .

Language: Spanish

Buyer's Estimated Costs

Logout
S ——————

Figure 10 - zipFormMLS-Connect® on a mobile device
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Add documents and folders using zipVault®

zipVault® makes it easy to store documents and files securely online within your zipForm® Plus account. With document storage
and online file retention built seamlessly into zipForm® Plus, using zipVauli® means saving time and money. Adding a document
fo zipVaull® activates extended storage for the file, with an expiration date that can be controlled, so agents and brokerages can
easily and securely store files online.

zipform: Plus i# )

CONTACTS HELP FEEDBACK

123 Signa Way M [ Documents I 22 parties I (1] Property ﬁmw’ Keyword(s)

-~ A Listing, Re:
Modified 17 hours ago

Expires
Sat Oct 29 2016 ] E ﬁ B E - o Dm Select Library ~ Sort -

Add Foder end Trngacton

= | Search Form ivame or Descrpiion

Share

| Condominium Info Sheet - Exterior - 0312

Iders Documan POF Info A
4 |
Document — | Condominium Info Sheet - Interior - 03/2
ﬁ' Digital Ink Signatures Completed & Somt ~ Organize — =
Cover Sheet
m Listing Documents > Existing Home Info Sheet - Exterior - 03/,
[ { W 1 =
n Sala Documents E | Existing Home Info Sheet - interior - 03/2 :
LE | Moving To Do Check List - 03/2008
& [Ji Closing Documents = i
PR \ = New Construction Home Info Sheet - Ext
h Digital Ink Signatures Completed 2 — g & _ | New Construction Home Info Sheet - Inte
F | i ¢ Of - !
By signed 11110 3:23:05pm 2 - A | ©Open House Check List for Day Of - 03/2
d . ; d | Open House Check List For Prior To - 03.
Transaction Cover Digital Ink Signatures Listing Documents Landiord - Tenant pe = J
Sheet - [ COVER] Completed & Jan 2014 relationship | | ©Open House Registration Sheet - (Lands
| Open House Registration Sheet - (Portra
| |

s R b > o Open House Sign In Sheet - 03/2008
— ; |  Open House Sign In Sheet Detailed - 03/...
Real Estate Terms Glossary - 03/2008

A B a Rental Dwelling Info Sheet - Exterior - 03

Rental Dwelling Info Sheet - Interior - 03/

= —— —— = —— = | I - -y . - (V]

Click Add Document (1) to upload a file from your computer. As soon as the first document is added, the zipVauli® extended file
storage is activated for the transaction. The fransaction will be available on zipForm® Plus until it is deleted manually by you, or urtil
the Expiration Date (2) (whichever comes first]. Click the calendar button next to the expiration date to choose a different date.

Documents can also be added to the file by using the Email to zipForm® or Fax Coversheet features on the advanced File Menu
(3). Unsigned forms can be preserved as part of the file for sharing or documentation using the Save as PDF (4) button, and saving
selected forms fo the file. Signed forms sent using the e-Sign button with DocuSign® or ziplogix Digital Ink®, or signed on a tablet
with TouchSign®, are added automatically to a new Signed Folder (5), once signing is completed by all parties.

Documents stored online can be emailed, faxed, or included in e-Sign packets alongside forms. Documents can also be shared
online using the Share (6) button. Use Share to send a link to view documents to anyone with an email address. It is a great way o
share documents without worrying about email attachment size.

Send documents in to zipVault®, or ask someone else to send you documents. Documents can be . .
: . . 4 ' . B Email to transaction
emailed to a transaction as email attachments using Email to transaction, or can be faxed from any

fax machine by following the faxing instructions on the Fax cover sheet. Both options can be found B Fax cover sheet

under the advanced File Menu (3).
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TeMPLATES

Templates are time saving tools that you can use fo create transactions quickly with commonly used forms and information. A
template is a group of forms that you frequently use for your transactions. This packet of forms can have non-specific fransaction
dota stored within the template, such as the brokerage name and address, to make it easier to start a new transaction.

ZipForm: Plusi# &
TRANSACTIONS _ CONTACTS ADMINISTRATION .
IEPoc o E E =

All Enter Keyword(s) ME

( Templates are time saving tools that you can use lo create transactions quickly with commonly used forms and information. Learn more ‘

OFFICE REQUIRED - P... OFFICE REQUIRED @] ¢1= e lyle e [{ 8N E REQUIRED - LI...
Template Template ate
Purchase, Residential Listing, Residential Listing, Residential

Modified Fri Apr 12 2013 Modified Thu Oct 3 2013 Modified 2 weeks ago

OFFICE REQUIRED - C... m OFFICE REQUIRED - In... OFFICE REQUIRED - M...
Ll Template | ' Template Template

Figure 11 - Templates page

Templates are colorcoded according to the property type. A template can be for Residential, Commercial, , Multiunit,
or Vacant Land. Click a template name to open and edit that femplate.

Note: When you use a template (apply it to a transaction), the most recently released and up-to-date versions of forms will be
applied. However, when you open a template, you will see the form version that was originally used. This allows you fo review
the old form, along with any text entered in the old form, before replacing it with a new form. To replace a form, delefe the form
and then re-add it to the template or fransaction. The newest version will always be added when you add a new form.

www.ziplogix.com

Agent User Guide | Page 13



Adding Templates

Creating a template creates a foundation for future transactions. Creating a femplate is very similar fo starting a fransaction.

Template Details

Once you have created a template, the template can be

used either fo sfart a fransaction using the template or it Neme: | Requireo - Lisung Documents

can be applied to an existing transactions. Templats Type Fropery Type Stitus
® Listing @® Residential O Commercial O Agent
O Purch Oindustrial O vacantLand O Clobal

You can create as many templates as you need. In a iy L o
O Lease O Multiunit ® Office

brokerage account, templates can be saved for personal

use [Agent templates), Office use (Location templates), or Office Address Training Brokerage - Corporate [+

Brokerage-wide use (Global templates). Aoy Teimghis I

o Click the New button on the TEMPLATES

page fo create a template.
New p Save Close

Figure 12 — Template Details

zipForm: Plusi# &

Tip: Templates are

s i _ Jesscanimy g | tradifionally used for forms,

Sl L [ 8 occumenss | 22 rarses | 8 roperry |G " T—————— but with the zipVaulf® feature,
emp

M3 mhtes e <« B O RRBRMGEmOC G e you can also add folders (for
= e s e e fem e e Sorom Oy organization), and outside

documents. Qutside

Sort = Organize :
l : — 2 | documents are not editable.
emplates are time 1aving vou 5 | Counter Offer
= | tean ased pam Dscsure If you would like editable
$tandard Listing Contract .
| forms in a custom brokerage
- library, please confact
- ﬂ ziplogix® sales at:

_ 866-62/-4729

$haet - | COVER]
Create a Template
Figure 13 — Adding forms to a template

ZipForm FlUsig o) ‘ 1. Name the template
TRANSACTIONS ; co HELP FEEDBACK 2. Click Save
[
REQUIRED -Listin... ¥ | o . i
e « @R @ o = gy B e @ 3. Click to add Forms from the All
R~ "™ ™ -2 el e~ A Forms tab
My Forms ‘ (zipVault® only: add documents
e L ) and folders for the template)
Standard Listing Contract : seung Agent Name Semng Moant L )
el E [Coiia pron Numor o 4. Click once on a form fo open
L ||Pager
3 e addes. _ LISTING BROKER INFORMATION Ond f||| out ThOT form
Listing Brokar Firm Nama :;i;::t;:‘:?hml %m‘gom 1D .
e - civy 5. Enfer text that you would like on
State: 5T
Foupnans Nmbor rersao-ont0 each file that uses this template
:;meng“rz:uNm A=y Broker .
Listing Agent Name Listing Agent 0¥ é ClICk SOVG
Agent's Phone Number.
(Calhular Phoane Nismber

Figure 14 — Entering text for a template
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CONTACTS

The zipForm® Plus Address Book is labeled CONTACTS. Names and contfact information for use when completing or sending
forms can be saved under the CONTACTS page in zipForm® Plus. Using the Import and Export buttons, contacts can be
imported from a CSV or VCard file that has been downloaded from another contacts management system, such as Outlook® or
Gmail®. The confacts can also be exported as CSV or VCard files for use in other sysfems.

zipform: Plusi® &)

TRANSACTIONS TEMPLATES CONTACTS

ﬁ Bob Broker
chmisd

zipLogix Brokerage
R =

a Jane Seller
= training@ziphoim com
- “(686) B40-01

Cassandra Davis  femd
hd

. Kelly Assistant . Liu Broker
Mobile Assistants i *, ziplogos Brokerage
assistant@email com ziplogixtrairing@gmail. com
-

Melissa Smith
ripLogix Brokerag

age
training@zi

B Paula Buyer

Edit Contact

First Name Rebecca

Last Name Daws

Business Phone
Mobile Phone

Company Selling Brokerage

Email training@zipform com

Category Assistant

I_ /A  Rebecca Davis Q'

Menu Options

E Edt
© Delete

Figure 15 - the zipForm® Plus CONTACTS page

Click New to add a contact to your CONTACTS in zipForm® Plus. Contacts can be grouped by categories.

Click New in the CONTACTS page
Select the contact category, or click and type

1)

2)
to create a new category

3) Click and type to enter the contact's name and

other contact information

Click Add Photo to add a photo from your

computer of the contact

(Optional] Click Import Contact o import some

4)

5)
or all information from a vCard file

6) Click Save

www.ziplogix.com

. ~
Category v @

Prefix Suffix Address
First Name Suite/API#
B Middle Name City
Last Name State Please select: v
Company Name Zip Code
Email Tostan
Home Phone
Home Fax

Business Phone

Business Fax

Mobile Ph Add P
obile Phone

Web Page Import Contact

q B
n Save Cance

Figure 16 — Add new contact
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FEEDBACK

zipForm® Plus is the Exclusive and Official Forms Software of the NATIONAL ASSOCIATION OF REALTORS®, so your feedback
as an agent and member of the NATIONAL ASSOCIATION OF REALTORS® is important to shaping the tools that help you go

beyond transactions and be more productive every day.

The FEEDBACK page is one way for you fo voice your needs as an agent. If you have a suggestion, idea, or issue you would like
us fo investigate further, enfer your feedback by clicking the FEEDBACK option and entering your comments.

Send Us Your Feedback x

See known issu FeedBack Improvements

Send your feedback to help us make zipForm® Plus work better for you

If you are having problems or need immediate assistance please use the
“Contact the Help Desk” option unde HELP menu.If you have a file that you
would like to submit, contact us by email here.

Subject Please select ‘ v e

Description:

n Send Cancel

Figure 17 — Send feedback on zipForm® Plus to ziplogix®

The feedback page also provides a tab where you are able to view feedback provided by other agents, listed under the See
known issues tab, and the latest improvements released to zipForm® Plus, under the Improvements tab.

To send us your feedback, select a Subject, enter a Description of what you would like fo see, and click Send 1o send your
feedback to our development team.

User feedback is evaluated through the ziplogix® User Group and product development channels to ensure that features are easy,
userfriendly, and provide the best possible resources for you, the real estate professional.
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I S

Clauses are saved text, including legal and brokerage language, which can be inserted into the forms at any time. Clauses are
especially helpful in areas with lengthy text fields which the agents will complete, or anywhere that the broker would like to
provide sfandardized fext for the agents fo insert info the fext fields of forms. Clauses work best within multiline fields.

2o =& o0
Enter Keyword(s) m

@ |Cl use Level O My Clauses O Library Clauses O office Clauses ® Global Clauses
Select Category: aj| v
Title Category
Broker Addendum for all Listings Addendums
Includes Attached Appliances (Standard Includes) Includes A m
Bank Disclosure Clause Details '

Holding of Earnest Money Deposit

Menu Options
Includes Attached Appliances (Swm © Open
|ﬂC|UdeS) o Delete |

i
Liguidated Damages ‘
l Category Includes:

Buyer to pay Type Primary Level Clause:
Buyer's Right to Inspection nspecuons
Seller Knowledge of the Propery REO

Close

Figure 18 — Clause Manager

Clauses can be general legal or brokerage information, or they can be specific to a specific type of home sale, different types of
land you might work with, or to a service provider that you work with on a regular basis. They can be used from within the forms
as you are filling them out, and can be accessed at any time. Once inserted into a form field, the clause can be edited, just like
any other text on the form, without affecting the saved text in the clause manager that will be used on future transactions.

Use the Clause Manager to edit and update clauses, as needed. Editing the clause in the clause manager will not
i change what has already been entered in your forms. It will only change the clause text that is applied to future
contracts. To open the Clause Manager, click the Clauses button on the TRANSACTIONS page or the
TEMPLATES poge.

Clauses

Note: Rightclick in the clause fext area, or use keyboard shorfcuts fo insert clause fext into the Clause Manager from other sources
by copying and pasting text. On a Windows® computer, CTRL + C will copy selected text, and CTRL + V will paste the text. On
an Apple computer, use 3 (command)] + C to copy selected text and 3 (command) + V to paste text.
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Creating and Managing

Clauses Using the Clause Editor

i A clause is a saved

Clauses

sentence, phrase, or

o fill out your forms. Agent
clauses can be created af any fime from

the Clause Manager, which can be

opened by clicking the Clauses button
located on the TRANSACTIONS page.

-0

clicking the New button.

Add a Clause !

Click New in the Clause Editor

paragraph that will help you

In the Clause Editor you can
add and manage clauses by

p O My Clauses O Office Clauses

® Global Clauses

Ly

Select Category:: |Inspections
Title: |Additional Home Inspectors l
Text: (Additional home inspections may be recommended for special

Select the clause category, or click and type to create a new category

Click and type to enfer the clause text, or paste fext from another location

2) Select the clause level

3)

4) Click and type to title the clause.
5)

6) Click Save

Using Clauses

features or sections of your home. As a brokerage, we strongly
recommend a dedicated roof inspector and a foundation

inspector. Properties with a chimney, pool, nry are also
dvised to have specialized inspectors |

b Save Close

Figure 19 - Adding a new clause

A4

Clauses can be inserted into the text field of a form, saving time, reducing errors, and making text entry easier for multiline fields.

D7

e paint andior lea sed pi”
41 lead-based paint hazards property he/she ag
42 Seller acknowledges that ‘oker has advised thi

43 obligation to ensul
44 Seller warrants th E Abc abc £
45 except liens, covel

46 between seller and e
4! SPECIAL PROVISIONS:

48
49
50
51
52 COMMISSION: Broker is employed to find a buyer r
53 stated above or at such other price and terms as Se
54 Seller agrees to pay Broker in cash a commission et
55§ . If Seller enters into a wri
56 commission shall be payable immediately if the Sell

~2d paint andlor
<nowledge.
5 and Broker's

O Library ® Agent q

Category New Listing

isclosures.

ances
be prorated

=

v

Title Right to Assign v
/Agent has the right to share contractual
information within the brokerage company

(“Acme Brokerage”) for the duration of the

Clause

listing. wice and terms
hase price.
ce, or a flat fee
Insert a Close ‘ agreement. Tl
“occurs first.

www.ziplogix.com

Figure 20 — Insert Clause

-

1)

2)
3)
4)

)

Click on a field and the gray pencil button will appear. This pencil button gives you access fo text field tools,
including the Insert Clause button, and the change text case options. Click the pencil to access these tools.

Insert Clause

Click a text field in @
zipForm® form, and click the
gray pencil for text field fools
Click Insert Clause button
Select the clause level

Select the clause category
Select the clause title

Click Insert
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Monoging Fles

Files on zipForm® Plus can be stored and managed using extended storage tools, including zipVauli® which stores documents
(such as PDFs) alongside the live forms, and relay® which creates a secure online website for sharing information online with
clients and participants and managing the fransaction from start o finish.

Online Storage Options

To prevent discovery, mainfain file records, and to keep a manageable TRANSACTIONS list, zipForm® Plus

has three online storage options. On the TRANSACTIONS page, view files in List View in order to see the
expiration date for each fransaction in zipForm®. Transactions stored in relay® Transaction Management are ek o e Vi

visible through the fransactions page in the relay® account.

zipForm® Plus Storage
Files which only contain only zipForm® forms are considered live files. These files are stored on zipForm® Plus for
fourteen months after the date that the forms were last edited by the user. To extend the storage on any file which only
confains zipForm® forms, open and update the file at least once a year.

zipVault®
A transaction with at least one document that is not a form (PDF, Excel Spreadsheet, Surchase for Johr... =
Word document, etc.) are considered zipVauli® files. Adding a document by Listing, Residential
| CI ili faxi . | d . . Modified just now
uploading, emailing, faxing, or receiving completed e-Sign documents automatically Expires
activates the zipVault® storage period. Files with zipVauli® storage are stored until SunJun 122016 [&]
their expiration date, as long as the file is not removed from zipForm® Plus. The 4 Folders
expiration date can be changed by opening the file, and clicking the calendar button
next fo the zipVault® expiration date located on the top right side of the file, above the zipVault D

transaction’s folders.

relay®

Sync with relay® for complete transaction management. relay® files can be sfored

online and managed within the brokerage. relay® is an easy-to-use Internet tool for rela g
managing real estate fransactions online which also enables agents to connect with g
clients 24/7 through a secure, custom branded transaction website.

learn more at www.ziplogix.com/relay

To add zipVauli® or relay® fo your account for extended online storage and file management that fits your needs,
please contact ziplogix® sales at: 866-627-4729
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Archiving Files

Manage and archive stored online transactions using zipForm® Plus. The TRANSACTIONS page contains powerful
tools to sort files, track online storage, and quickly find the transaction you need.

zipForm: Plus ‘@ &

TEMPLATES CONTACTS HELP FEEDBACK
- -
BE ©O O B B AR I :::
Farmrs HNew Ceete import Expon Loskip Mertgsge Vault Create Senace et Shests
Mansger Caleulstor Statsbes Digitsd tnk Prowders

Active Enter Keyword(s) v Sort = ==

Transaction Name Status Seller Buyer Prop Address Modified Created Expires
234 Main Street - 234567 Active Jane Seller 234 Main Street, City ST iThoursage  3Jweeksago  Wed Jan 16 2019 @D
EﬂBSﬁWtWﬂ Active  Adam Seller, Belty Seller Smith Investments, LLC, 123 W Hiliside Avenue, Prescott ST 17 hours ago Thu Thu Oct 292015 %
E 234 Main Street - 234456 Active  Adam Seller 234 Main Street, City ST 20 hours ago Iw Thu Jan 17 2019 @

n . No Address 21 hours ago 2ihowsago  WedFen62019 &)
Transaction Storage

Browse TRANSACTIONS in Icon View for large pictures, easy identification, and brief defails about the file. Switch fo List View to
see additional transaction details, including file expiration dates. The lcon View/List View Button (1) located next to your sort
options will change your viewing preference for this page. zipForm® will remember this preference until you change it again.

List view makes it easy to see the Expiration Date (2] for all files. The expiration date tells you how long the file will be stored online.
Files can be exported (3) to download all or part of the file for offline storage. Files sfored offline can be imported back to zipForm®

Plus when needed.

Open a transaction fo update the expiration date. Files with additional documents stored in zipVauli® will have an expiration date
under the file name when you open the file. Click the calendar button next to the expiration date inside the file to change the date.
Files that only have live forms and do not have additional documents are stored for fourteen months after the date they were last
edited. Open the file and change fext inside one or more forms, or add a document to the file, in order to extend the expiration date.

Files with the zipVauli® icon (4) confain documents stored in zipVauli®. Click the zipVauli® product button (5) at the top of
zipForm® Plus to sort by zipVauli® transactions.

Mark a file as closed or inactive to continue storing that file online without cluttering your list of active fransactions.

1. Click the property photo to edit transaction details

2. Change the fransaction Status to Inactive or Closed Status Rethvaslay

3. Click Save

Active

Inactive and closed transactions will not appear on your main TRANSACTIONS page Inactive

Closed
-

by default. Search for Inactive, Closed, or All files by clicking the arrow on the search
(Enter Keywords) field on the TRANSACTIONS page, and selecting fo search for
Closed, Inactive, or All files.

www.ziplogix.com Agent User Guide | Page 20




Exporting Transaction files

E Export transactions to download a

ZioForm Plus (@ &

copy to your computer or offline

e storage. Transactions can be TEMPLATES | CONTACTS | ADMINISTRATION | HELP | FEEDBACK
exported individually, or you are able to

P Y Y Export Expor’[ lect All
export many fransactions at once.

Active Enfer Keyword(s) *  som - = agants c Agentt

Exported transactions are downloaded as @

compressed (*.ZIP) file, and can include live E—— IR Select Transaction
forms, PDFs of forms, and documents and n preb iz ° e Siebiond

folders stored in zipVauli®.

Figure 21 — Selecting transactions when exporting multiple transactions

C|ICI< EXpOFf to export a f||e ChOOSG Whether you are SOViﬂg '

zipForm® Content, zipVauli® content, or both, and follow the

. . ¥ zipForm Content

instructions on the screen fo save and sfore the exported Export your transaction with all zipForm forms and data. Content
. v .

transaction. zipvault® Content

Export your transaction with all zipvault® documents.
Internet Explorer will ask you what to do with the file click on the save button.

live zipForm® content (* .xzfx files) inside the exported o— Py : e
transaction folder can only be viewed if the .ZIP file or .XZFX file e [ B} o
is imported to zipForm® Plus, or the .XZFX file is imported into

zipForm® 6 Standard. The zipVault® content and forms saved B (s

as a PDF are viewable in their native format.
Figure 22 — Exporting a transaction

Importing Transaction Files

Exported zipForm® Plus transactions in .ZIP format and live zipForm® forms in .XZFX format can be imported fo the
E' TRANSACTIONS list. A single fransaction file can also be imported individually in order to add to an existing
impot  zipForm® Plus file.

Click Import to import a file, and then Browse to
Import transaction(s) x
search the file on your computer.
Browse

Once you have selecied the fle or files) o Tmpor, - 1 —
click OK. If there is any zipVault® content in the [Purchase_for_john_Smith_at_456_2nd_Ave_c6f0793 zip [

fransaction that you are uploading, you will be given

the choice of importing the zipVault® content as OK  Cancel
well.

Figure 23 — Importing a transaction

When you click OK, the file(s) will be uploaded to
your zipForm® Plus TRANSACTIONS page.

Note: Imported files are uploaded to your TRANSACTIONS page. From the TRANSACTIONS page, a newly imported file can

be reassigned to another team member by editing the transaction defails.
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T e

Your zipForm® Plus account has a profile that allows you to personalize

zipForm® Plus and connect to your e-Sign fool of choice.

Access the Profile by clicking your name in the top right comer of zipForm®

Plus, and then clicking Profile.

You can access the Profile from any screen in zipForm® Plus, and click Close

within the profile fo return back fo the area you were working.

Profile: About Me

Cassandra Davis

=
Language
Profile
Shop
Logoff

Figure 24 — Open the zipForm® Plus Profile

Edit your user information, upload your profile photo, and edit the address that prints af the bottom of your forms. Save and update

confact information and seftings for your forms and branding.

1)

2)

My Information — Update your
contact information

Add Picture - Click to add or
update your profile picture,
which is also included in
emails sent from zipForm® Plus
Reset password - Change
your zipForm® username or
reset your password {used fo
log in to zipForm® Mobile
Web Edition or sync with
zipForm® 6 Standard)

Note: Resetting your password will

not change your password at your

association or brokerage website.

4

Address Information — Use the
menu to edit the address
information printed af the
bottom of your forms

Email Signature — Added to
the bottom of emails sent from
zipForm® Plus. Add text,
images, and HTML formatting,
as needed, using the Email
signature fext box and tools.
After editing, click Save to
save your changes.

www.ziplogix.com

| zipform: Plus J‘b

TRANSACTIONS TEMPLATES
& About Me I:) Save Close
| My Information
. Libranes
First Name
Last Name
o Settings
UserName
| —
Email
! Shop
Phone
il Exaension

Fax
Bemove

CONTACTS HELP

5455451233

588-318-2080

Reset Password a

Address Information

Default

u Ziplogi Acme Realty Fm

| General Information
B Ernail Signal
5]

Name Address

12070 15 Mile Road

Status Individual
Name zipLogix Acme Realty Firm
Address 15070 15 Mile Road

2 7| City Fraser
1 Phone (586) 840-0140
cerel TollFree
Cassan| Fax 4444444444
brgining
(ZipLOGwe
_Vn’\‘\’\\".zi!!mix com

State

Menu Options
B Eait

Figure 25 — Update personal information using the About Me section of the profile
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Profile: Libraries

Libraries are sefs of blank forms that have been created by a brokerage, association, or MLS for use in real estate fransactions.
The Libraries section of your profile displays a list of your form libraries and ziplogix® products. After opening the zipForm® Plus
profile, click libraries to open the libraries page.

Use the Organize buton to click and drag to arrange libraries in a preferred display order.  The first library on the list will be the
library displayed by default on the All Forms tab when you are searching for forms within a transaction file.

zipForm Plusi® &\

TRANSACTIONS TEMPLATES CONTACTS HELP FEEDBACK CassandraDavE
& About Me Form Libraries
\ Organize
. Libraries h:
/ Name Description Expires
o ZIPDEMO ZipForm Demonstration Library Sun Aug 24 2014
.ADDENDA Addenda Library - not applicatie for Okiahoma Fri Jan 18 2015
! OPENH Open House Forms Sun Aug 24 2014
Products
Name Description Expires
DOCMGTTI zpVauts Sun Aug 24 2014
.MLSC MLS Connect - Greater Scranton Wed Apr 29 2015
.zm zipForm® 6 Standard Sun Aug 24 2014
.ZFME zipForm Mobile Edition Sun Aug 24 2014
:ZFO zipForm® Base Service Sun Aug 24 2014

Figure 26 — The Libraries page within the profie

The Libraries page also displays a list of the ziplogix® products and services connected with this account. If you are looking for
access fo a product and it is not listed here, you can click the Shop link to add products, such as the zipForm® Mobile Web
Edition.
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Profile: Settings

Use the settings to fine-tune your preferences in zipForm® Plus, including sefting which program is used when the e-Sign button is

clicked.

1) E-Signature Options -

ZipForm Plusié# &

Choose the program used -

for signing documents Cassandra Davis 1o
(ziplogix Digital Ink® or
DocuSign®) when you click

e-Sign. The program B oores
e
-

E-Signatures Options

selected under settings will , O |Dowsigns (Preferred soison)
be used to send documents Sl ’ » @ | zipLogix Digital Ink (powered by SIGNEX)
/ zipLogix Digital Ini® ensures that all of the document’s data and the digital
| i are d throughout the entire "signed, sealed and defvered” online

|
for e-Signatures. If you are | - o
| process. including features such as

using DocuSign®, you will

Shop | - Custom Signature fieids to include additional contract parties
be prompted fo enfer your | - Adsress Book stores contact formaton bor faster sending

DocuSign® username and * S dccmmans b boyers A selars WeU Bricfiog, fed o g Seeens

password. - Easily execute sqreements wih 0t of town customers

2) Under General Options,
Enable Autosave to save

signing mi
+ Automatic routing of documents 10 sach signer
+ And many more features click here 10 leam more

your files every 15 minutes

while you are working in General Options

the form on zipForm® Plus. Use Template Dats @
3) [(Optional) Change the field Show loon Text 5
colors used when forms are Enabie Expandinglcons | &
displayed on your screen, if A G _ | q
desired Activa Text Color ——
4) Enable automatic Field Background
notifications when you Highight Color

receive faxed or emailed
documents (when using

zipVauli®)

Time Interval for Autosave Transaction {mins.): E g
Mortgage Calculator Default Interest Rate 45

5) Scroll down to connect to

» ) Notify me when | receive new documents by fax or email

Restore To Defaults

other applications, such as
relay® transaction

management

(www. ziploaix.com /relay] Figure 27 — Update settings in the zipForm® Plus Profile

Note: The e-Sign integration allows you to send for click-tosign e-Signatures using ziplogix Digital Ink® or DocuSign®. Both
ziplogix Digital Ink® and DocuSign® are additional products which may be provided by your association, brokerage, or MLS, cr
may be purchased independently. If one or the other needs to be purchased, they can be purchased through your zipForm® Plus
Shop or directly within the profile by clicking Add Credlits (for ziplogix Digital Ink®) or clicking DocuSign® Subcription(s) (for

DocuSign®). learn more, and find current pricing at: www.zipForm.com/products
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Reference: Quick Tools _

The Quick Tools are the blue buttons at the top of the page in zipForm® Plus. They help you to do everything from starting a
fransaction fo sending for esignotures, and they can change based upon which section of zipForm® Plus is currently open. By
default they are labeled, and will magnify when you mouse over the quick tool. Here is a quick reference defining the different

zipForm® Plus Quick Tools.

TRANSACTIONS page

Forms — Opens the forms editing page. Shortcut to opening and filling out a form without starting a new transaction file.

New — Start a new file to store forms and documents.

Delete — Select files to delete. Please note, delefing a file from the Transactions List will delefe the forms, zipVauli®
documents, and links to ziplogix Digital Ink® signed documents for this file.

After clicking delete, you will be prompted to select files to delete. Select a file by clicking on the file while the delete
option is activated. Delete by clicking the Delete button.

Delete @ Cancel @ Select All +

Click Cancel to exit out of the delefe screen, and return to the main Transactions List options.

(]

Import — Import a downloaded file to your fransaction files.

0

Export — Select files to download to your computer, saving them offline for backup or archival purposes.

Forms Advisor * — Provides advice on the forms that might be used for this fransaction, based upon answers fo a series
of questions about the fransaction * Not available in all areas

m D

Clauses — Save or manage fext (Clauses) so that the text (Clauses) can be inserted into forms when appropriate. legal
and brokerage mandated text are commonly added as clauses.

Lookup Manager — Manage the text that is used for the drop-down Lookup Fields. This is helpful for correcting a typo
or adding to the lookup fields. Lookup fields are used to save time while filling out forms. They contain text that was
previously typed for this field in other forms or files.

Mortgage Calculator — Calculate rates or payments, or download an amortization table for fixed rate loans.
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. Vault Statistics — View your sforage statisfics for documents sfored alongside your forms in zipForm® Plus.

Q-

2] ,
Transfer Transactions * — Transfers fransactions info a user's account within the brokerage or team version of zipForm®
Plus. *Only available for admins, and only used affer a user has been removed from the brokerage or team.

» Create Digital Ink® — Click to create a new fransaction for ziplogix Digital Ink® signatures. This can be used in order
to send PDF files for signing outside of a zipForm® Plus transaction, and without necessarily adding zipForm® forms.

by

-
* Service Providers — Connect fo service providers and partners in your area in order fo save time when complefing forms

or working inside files.

@ Net Sheets * — Update the master net sheet used for default fransaction calculations within files.

* Not available in all areas

List View — Switch to viewing a list of the documents and forms in this file

BWE | on View - Switch fo viewing files (icons) for these documents

Transaction File = Documents Tab

Back — Retfurn fo the previous location within the Documents tab

g Apply template — Add a template (a saved packet of forms) fo this file

Note: Any text, calculations, or check boxes saved within the template may be applied fo this file when you apply the
template. Please be aware that this may change information that has already been entered in your forms.

E Add document — Upload a document [PDF file, Excel Spreadsheet, VWWord Document, Picture, efc) from your computer fo

this file if you have the zipVauli® option in zipForm® Plus. Learn more ot www.zipForm.com/zipvault

E Add folder — Add a new folder to organize documents and forms if you have the zipVauli® option in zipForm® Plus.

learn more at www.zipForm.com/zipvault

B Delete Document — Select documents or forms to remove from this file

Note: Deleted documents are permanently deleted from the online file
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=

Print — Print a copy or copies of a single form or multiple forms within the zipForm® Plus file

Save as PDF — Download a copy of selected forms from this file to save on your computer, or save them within the file as

a locked PDF document

Send — Fax or email forms and/or documents o any fax number or email address

Transaction Information — Click to fill out forms or reference the Transaction Information for this file

# e-Sign — Click to prepare a set of documents to send for paperless signatures using ziplogix Digital Ink® or DocuSign®

Share = Click to select documents to share online if you are using zipVault®.
Note: You can only share uploaded (zipVauli®)documents or forms saved as PDFs within the file (using Save as PDF).

List View — Switch to viewing a list of the documents and forms in this file

B | on View — Switch fo viewing files (icons) for these documents

Transaction File — Parties Tab

o New — Add a new party (contact) to this file. After clicking New, you can select the party role and enter or import key

information about the party to the file and forms.

1%

Delete — Select parties to delefe from this transaction file.

Transaction Information — Click to fill out forms or reference the Transaction Information for this file

Transaction File = Property Tab

Save — Save changes entered in the property fab fields

(°
MLS Connect * — Import listing information into the form fields from a participating MLS

* Not available in all areas

Transaction Information — Click to fill out forms or reference the Transaction Information for this file
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Forms Workspace

B

Fullscreen — View the current form in fullscreen, without additional navigation or distractions (click again to return fo
regular form view)

Save — Save changes entered in the current form (form changes are also saved when changing forms or switching
between Fastfill and form views)

Email = Fax or email forms and/or documents to any fax number or email address

Print — Print a copy or copies of a single form or multiple forms within the zipForm® Plus file, or use it fo print a blank
copy or a sample copy of a single form from the file

Transaction Information — Click to fill out forms or reference the Transaction Information for this file

Fastfill - Click fo strip away standard form text {“boilerplate” text) and view only the fillable fields for the form, then click
again fo see the form as it is normally viewed

Save as PDF — Download a copy of selected forms from this file to save on your computer, or save them within the file as
a locked PDF document

Highlight — Adds highlighting to selected boilerplate text from the form. Click and drag to select text first, then click
highlight and pick the highlighting color. Highlighting is included when printing, emailing, foxing, or sending for
signatures. Only standard form fext (“boilerplate” text) can be highlighted.

Strikeout * — Strikes out selected boilerplate fext from the form. Click and drag to select text first, then click strikeout.
Double-click struck-out fext to remove the strikeout. Strikeout is included when printing, emailing, faxing, or sending for
signatures. Only standard form fext (“boilerplate” fext) can be lined out. * Not available on all forms

MLS Connect * — Import listing information into the form fields from a participating MLS
* Not available in all areas

e-Sign — Click to prepare a set of documents to send for paperless signatures using ziplogix Digital Ink® or DocuSign®

More — Access additional tools
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Abc

N/A

S

O
C
[+

Check Spelling — Check the spelling on fields that have been filled out in this form or other forms within the file

Notes — Add or edit electronic sficky notes for this form which can be viewed online or shared via PDF, but which do not

print on the forms

N/A Fill = Fill blank text fields with N/A [not applicable) or text of your choosing

Look Up — Edit the drop-down look up fields that can be used to fill in text fields with previously typed text (such as city,
state, or zip code)

Undo — Undo the last change fo a field on this form

Redo — Resfore the last undone change

Activate Intellicopy — Automatically fill in text fields with the intelicopy — zipForm®'s best guess at the fext which should
fill that field based on other fields completed in this file

TEMPLATES page

<
O

B

E

Create New — Start a new template fo sfore forms and documents to be used in future transaction files.

Delete — Select templafes to delete. Please note, delefing a template from the Templates List will delete the forms,
documents, and information associated with this template. The template cannot be refrieved.

Note: Deleting a template does not affect transactions that already used this template.
After clicking delete, you will be prompted to select files to delete. Select a template by clicking on the file while the
delefe option is activated. Delete by clicking the Delete button.

Delete @  Cancel @ Select All «
Click Cancel to exit out of the delefe screen, and return to the main TEMPLATES options.

Import — Import a downloaded file to your template files.

Export — Select templates to download to your computer, saving them offline for backup or archival purposes
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i Clauses — Save or manage fext (Clauses) so that the text (Clauses) can be inserted into forms when appropriate. legal

and brokerage mandated text are commonly added as clauses.

List View — Switch to viewing a list of the documents and forms in this file

Icon View — Switch fo viewing tiles (icons) for these documents

CONTACTS Page

E New — Start a new confact fo sfore phone numbers, addresses, and emails, fo be used in future transaction files.

E Delete — Select contacts to delete.

Note: Deleting a contact does not affect transactions that already used this contact.
After clicking delete, you will be prompted to select contacts to delete. Select a contact by clicking on the file while the

delefe option is activated. Delete by clicking the Delete button.
Delete @ Cancel 2 Select All v

Click Cancel fo exit out of the delefe screen, and retumn to the main Contacts List options.
2]
Import — Import contacts from a CSV or VCard file.

=
Export — Select contacts to download to your computer, saving them offline for backup, or importing to other contact

systems, or archival purposes.
List View — Switch to viewing a list of the documents and forms in this file

Icon View — Swifch fo viewing files (icons) for these documents
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Product Requirements _

Minimum System Requirements:

Recommended System Requirements

e Windows XP and above (Windows XP requires Google
Chrome 26 and above or Mozilla Firefox 18 and
above)

o  Mac OSX 10.6 and above

o Internet Explorer @ and above

e Mozilla Firefox 18 and above

e Safari 5.1.7 and above

e Google Chrome 26 and above

e Minimum Screen Resolution: 1024x768

o 2GB RAM

o  PDF viewer that meets current Adobe PDF standards

e Infernet Connection

Guidelines for Uploading Files

Windows 7 and above

Mac OSX 10.6 and above
Internet Explorer @ and above
Mozilla Firefox 18 and above
Safari 5.1.7 and above
Google Chrome 26 and above

Recommended Screen Resolution:

1280x800 and above
2GB RAM
PDF viewer that meets current Adobe PDF standards

Internet Connection

zipVault®
o Allowed File Types:

Jipg,.gif,.png, .pdf,.doc,.docx, .xlt, Xls,.bmp, .ixt, .csv, .rif, .zip,. mp3,.wma,.mpg, .flv,.avi,.ipeg, .mp4,.mp3, .ppt,.pub, .m4a,

.mov,.vis, xzfx,.msg, .pst,.docm, .dotx,.dotm, .xlsx, .xlsm, .xltx, .xltm, .xIsb, .xlam, .pptx, .pptm, .potx, .potm, .ppam, .ppsx, .ppsm,.

sldx, .sldm, .thmx

e Files sent using the email to zipForm® option should be documents. Images are not accepted due fo possible confusion

with images in email signatures, background, or other email confent.

e Maximum size: 15.4 MB

Images (Property Photos, Agent Photos, and Contact Photos)

o Allowed File Types:

g, -ipeg, -gif, .png
e Image format: Square

e Actual dimensions: 64 x 64 pixels. VWWhen uploaded, images are resized to 64 pixels on the smallest size and then

cropped fo square.
e Maximum size: 4 MB
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Product Support Informati ._

Product support is available from our Help Desk to registered zipForm® Plus users between the hours of 8:00 a.m. and 8:00 p.m.
Eastern Time Monday through Friday.

Help Desk: Sales:

http: //support.ziplogix.com Email :: sales@ziplogix.com
Fax Number :: 586-790-7582 Fax Number :: 586-790-7582
Website: Mailing Address:
www.ziplogix.com ziplogix

www.zipform.com P.O. Box 130

Fraser, Ml 48026

Office Location:

18070 15 Mile Road
Fraser, Ml 48026

ZipLogix '.
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