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Reference: Quick Tools in zipForm® Plus %

The zipForm® Quick Tools are easy fo understand buttons. Here are some tools to get you started. Hover your mouse over a tool
fo magnify the tool and its description in zipForm® Plus.

Home Page

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

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

Clauses- save or manage text (Clauses) so that the text (Clauses) can be inserted into forms when appropriate. Legal

and brokerage mandated text are commonly added as clauses. Use a clause by clicking on a field inside a form, and then
clicking the Clauses button.

LOOI(Up Monoger — Edit the text that is used for the drop-down Lookup Fields.

mem wQ M

List View - switch to viewing a list of the transaction files, documents, or contacts (zipForm® Plus will remember your
preference.

Forms Page

Fullscreen - View the form full screen (removing the All Forms and My Forms tabs, along with all zipForm® Plus
menus, except the forms editor buttons)

— When in full screen mode, this button will return you to your regular form view

SCIVG - ClICk to save your chon es Tlp the save bU”OF\ is on| blue when ou hCIVG unsoved chon es. It WI” be ra if
all chcnges have SOVGCI)

Send - Fax or email forms and/or documents to any fax number or email address
Print - Print this form, or select forms to print

Apply ’remp|ate — Add a template (a saved packet of forms) to this file

EEdNH ©D0

Save as PDF - bownload a copy of selected forms from this file as a locked PDF document

2

& eSign — Click to prepare documents to be sent for signatures using ziplogix Digital Ink® or DocuSign®

o— [qst FI” — Click to see all of the form fields within the displayed form
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Starting a transaction file in zipForm® Plus

A seamless online transaction starts in zipForm® Plus, your central location for professional real estate files and contracts.
Sign in at www.zipformplus.com

¢:

The transaction file is a set of contracts (zipForm® forms, contracts signed using ziplogix Digital Ink®, and uploaded
documents in zipVault®) 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®.

zipForm Plusi# &

8 Windy Way - 23456
e Smith

g, Residential

ifiSed 45 minutes ago

WD

123 Purchase Street
Jane Smith

Purchase, Residential
Modified 4 weeks ago

456 West Smith Street

Jane Smith
Listing, Residential a

Modified 4 weeks ago

. Transaction Details

Name; | 987 Main Street

Transaction Type

Sales Packet - CDavis

© Listing
© Purchase © Industrial
© Lease © MultiUnit
Office Address  zipLogix Firm
ADDW Temp!ate
New Listing Packet
New Listing Template
New Template
New Training Template
Purchase Agreement Counter Offer Template
Purchase Agreement Template
Add Photo

Property Type
@ Residential © Commercial

© vacantLand

Sales Packet "*‘

- Start a Transaction

1. Click the New button on the
TRANSACTIONS page
2. Enter the property address to name
the file
Tip: You can later search for files by
name, address, client’s name, and more
using the “Enter Keyword(s)” field on your
Transactions page
3. Select the appropriate template
(forms packet) to start the file
Tip: This template will add key required
forms to the file. If you do not see the
Templates option, you do not have any
templates available. Create master
templates on the TEMPLATES page.
4. Click Save

Paperless Transactions
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Adding and completing contracts in zipForm® Plu

zipForm® Forms

5. Click a form name in the
All Forms tab to add it
Click a form to open it

zipform Plusié &

TEMPLATES CONTACTS HELP é
v .

234 windy Wy 3. ¥ ([ oocomens | parves | ropery | bistory sl For Nt o7 Dol and fill it out
AT mirades ago
w B R B o sdeatvary «  son - 7. Click and type to fill out
PO . oo e, e () form fields

Acromyr. ZIPDEMO  Version: 60.0

Transaction Cover Sheet

ee

Click Save

& Folders 2
= PEEEPRN  :dditional Provisions Addendum
S E T r—r S — E | ouy- e Agroemen 7 Page) Q. Send confracts to
= = | Counter Ofer L. .
e — Bl -o: 5oeci Pt sconure participants for signatures
— Option to Furchase . .
. 4 & y | g — using the eSign button.
i et vt - SN vl e Tip: Use the Email, Print,
. : Collaborate or Save as PDF
i ‘ ‘ ‘ = = buttons to share forms with others
< > " outside of using eSign, or share

your screen with a client using the
free zipConsult™ tool (the round
green button at the top of the
pagel at any time

ZipForm: Plusi® &

A sane smitn

i Way - 23... 5./
234 Wmd)f .5:.: 2 S Search Form Name or Description
m Modified 47 minutes ago M
Ew ore
: Select Library = Sort -
Wed Dec 182010 |iad
Transaction Status  Active | v ZipForm Demonstration Library

Acronym: ZIPDEMO  Version: 60.0

T 8 Cover Sheet
|Option 1o Purchase Additional Provisions Addendum

1 This contract stipulates the terms of an opuon to purchasz pmnrty Read cam'ultr before . Sall Agreament (7 Page
Addiionai Provisions Addendum = 2 signing. This is a legally binding I not petent advice. This | Buy - SellAge {kode)
& 3 Option is not valid without the attached Buy- Sell Ag » | Counter Offer
Comc. St = 4 _ ) e g Lead-Based Paint Disclosure
o 5 Parties: The parties to this Option are Jobn Smith of &
Transaction Cover Sheet (I 6 234 Windy Way, City, ST 12345 (3acen) el Option to Purchase
Lead-Based Pant Disclosure - 7 :_I of |3 | sStandard Listing Cortract |
8 Full Name of First BUYER, TENANT or SUBTENANT (B3cress)
Buyer Checidist (House #1) - 0372008 9 L ],Im Doe w|
10 y to Seller of the amount
Existing Home Info Shaet - Interior - 11 Fulintahn of Shonad SLEEE, 1EMANT oC RVIENART is hereby acknowledged,
12 5, the exclusive option to
Open House Sgn In Sheet - 022003 13 To] characosr zmourt for both Buyers names camnot excesd 60 characten of County 3
Open House Registration Sheet - :; : .
16

17 The property, subject of this Option (both real and personal) is more fully described in the attached
18 Buy-Sell Agreement The Option Money Eu Dsnottobsapphedtomewnhasepnceuw

19  closing.

20

21 E:en:iu of Option: The Buyer may exercise this Option al any time following its entry until
2 Movesber 17 2016 To exercise this Option the Buyer shall deliver
23 wrmennotueofexermemmama asseiwtinmeNme section below and the eamest money
24 in the amount and manner as in the attached Buy-Sell A Any ise that fails

25 lo:amplywnnn-mhenmotﬂﬁsmwshanbevokl_uopuonmoneyshalbemiddimwmme
26 seller and shall be non-refundable. If this Option is not exercised by the Buyer within the time stated,
27 it shall expire and all monies paid to acquire it shall remain the property of the Seller

29 Notice: Notice of the exercise of this Option may either (1) be sent by cerified mail to the Seller
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eSign: Sending for Signatures

4
P4

for an
e-Sign v

ZioForm: Plusi# )

TEMPLATES

234 Windy Way - 23...
Listing, Residential
Modified 8 minutes ago
Expires

Wed Dec 18 2018

Transaction Status ~ Active |

{@# Folders
o -

[l Digita! ink Signatures Completed 3 [

transaction file.

CONTACTS | HELP

v l Documents l Parties l Property I History

<ﬁ!ﬁlﬁ

Ada A3 Foiger M
Tm Document

= ||

53\!!5

v L]

e-Sign

.: i

Complete eSign integration with ziplogix Digital Ink® makes it easy to create professional, accurate signing packets

Search Form Name or Descripiion

Select Library = Sort -

©,

ZipForm Demonstration Library
Acronym: ZIPDEMO  Version: 60.0

Transaction Cover Sheet
Additional Provisions Addendum

| Buy - Sell Agreement (7 Page)

ZipForm: Plusié &

234 Windy Way - 23...
Listing. Residential
Modified 8 minutes ago
Expires

Wed Dec 12 2019

_!'"'l

=l

Transaction Status  Active

yFolders

B Digital Ink Signatures

~ l Documents [ Parties I Property ] History —

Enter Keyword(s)

o Select Forms »» e Select Parties »» o Add Signatures

ould like to have signed

v

—
< Cancel Sort ~ @ =
Baox

Name your e- 5|;.|‘|"|':'.:,I'C submission (optional)

Option to Purchase

Select any documents, forms, or form pages you w

~
Digital ink Signatures Opgtion to Purchase - Additional Provisions
Completed 3 Feb [OTF] Addendum - [AAP]
1.
Signing documents with ziplogix Digital Ink® creates a
digital Ink @ complete, verifiable signed document which cannot be 5
altered after signing. With a fully infegrated digital :
Ja 1 signing experience, it is easier than ever fo bring the
security and convenience of digital signatures fo the
e Tase—  Closing fable. 3.
Disclosure Stateme
4.
5.

Paperless Transactions

Bl Sclect Documents to Sign

@ Jane Sm@

The files below will be sent for signsture. You can drag
and drop the files into any order. and browse for files on your
computer. WWhen click next to continue.

Browse
. >
Documents 1o sign: A0 89 Dk ke Mg e oo ot
Option to Purchase [ x]
Lesd-Based Paint Disclosure [ %]
Additional Provisions Addendum (%]

Click eSign within the zipForm® Plus
Transaction file, or when filling out a
zipForm® Plus form.

(Optionall Enter a name to identify this
packet of documents that is being sent for
signatures.

Click the check box for documents and
forms to add them to the list of Documents
to sign.

(Optional] Click Browse to add additioral
PDF documents from your computer.

Click Next.
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eSign: Sending for Signatures

I Select Signers
Transaction Parties  Address Book  Service Providers = New @

- Sort. 6. Click to check the check box next to signers
7. Enter required information for signers, such as

Frotttmer Mdkiome tastiemer Rew o commy email address or role (what signature fields
e i kv they will be prompted to complete)
Boe S EhrGumeloon 8. Click Done
dones | SelerCne Kones@ermai com 9. (Optionall Click and drag to change the
Ooe Bupe Tes adoe@emai com signing order. Drag one signer on fop of
Seler Two another to have them sign at the same time.
Aoent ﬂ 10. (Optional) Select signer options, such as the
| «this information s required automatic CC to automatically deliver signed

confracts via email from the sysfem once
signing is complefe.
11. Click Next

234 Windy Way - 23456 - Option to Purchase o Select Forms  »» ampm e 0 Add Signatures

Previous o CCList Eastern Time Zone | v

+ Hare you can add parties 10 sign your documents. You can drag and drop them into any order, and create signing groups by dragging and dropping a party onto another party. Click the help icon for more instructions or continue whe @
Order Role Name Email cc Tlnllunp.lmmicmﬂ,wm Vlril‘yll:lu:ﬂ"

1 Listing Agent Cassandra Davis training@ziplogix.com a a O
2 Seller One John Smith Jsmizh@emai.com a a a
3 Selling Agent Carol Agent cagent@email com m] m} o
4  BuyerOne Jane Doe jane@email com O O m]

m 4 BuyerTwo Alex Doe adoe@emailcom 0 0 o 70
234 Windy Way - 23436 - Opion to P. Q) Selectforms »» @) Select Parties »» omm
ACICI TGSI(S Previous  Add Signature/Task _ % =

FartyList jane PocumertList Lead-Based Paint Disclosure | v
Crae - oo - .
] 2' Slg ning TOSkS WI” O”OW 30 () Buyer has received copies of all information listed in item (b), if any.
signers to execute the 3 Buyer has received the pamphiet “Protect Your Family From Lead in Your Home."
. (e Buyer check one below):

contract. Click and drag an ®QLx | dReceived a 10 business day opportunity (o other mutually agreed upon period) to
. d d . conduct a risk assessment or inspection of the presence of lead-based paint hazards @
icon fo aad a signature or fin_which avent the parties have entered a Lead-Based Paint Contingency Addendum);

task, if needed.

13. The signatures will show a
preview of a sample
signature, fo help with sizing
the signature areas.

rtunity to conduct a risk assessment or inspection for the presence of lead-based
paint hazards.

Seller Broker/Salesperson (or if no listing Broker/Salesperson, any
es as follows:

formed the Seller of the Seller's obligations under 42 U.S.C. §4852(d)
nsibility to ensure compliance.

the information above and certify, to the best of their knowledge, that the

14. Review the tasks on all _ ' ; ~ : *
documents on the Document Rinias Tiim. Blow P . i
st ‘

15. Click Send
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Storing files 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 zipVault® means saving time and money.

Adding a document to zipVauli® activates extended storage for the file, with an expiration date that can be confrolled, so agentfs
and brokerages can easily and securely sfore files online.

ZipForm: Plusié &

HELP

indy Way - 3 Jiv l Documents Parties l Property l History Ente|
2498 d’:__su,,: RN I Search Form Name or Descriplion

Modified 4 days go
f'::?u 182010 n B E l -' P~ 0 , < Select Library - Sort =

A0 Foigar m Sae Sena  Trarsacton  eSign  Colaporae . House = @
Transachon Status  Active | v oze L | S el )-Tane
| Buyer Checkiist (House #65) - 03/2008

Document

l Condominium Info Sheet - Interior - 032... |

| Existing Home Info Sheet - Exterior - 03/... |

. [0 Folders | condominium info Sheet - Exterior - 032...
Exdisting Home Info Sheet - Interior - 03/2.
| Moving To Do Check List - 032008

.D'qn!lﬂkSignamen ————1 i e fi
——e | New Construction Home Info Sheet - Ext...

Digital Ink Signatures Opion to Purchase - Addiionsl P T " Cover | New Construction Home Info Sheet - inte...|
|
|
|

‘- AII Forms » -~

Completed 3 Feb [oTF| Ardcdenchm - JANF] Stz ECoVEN | Open House Check List for Day Of - 0372

: } } i OpmeseChe:kUstFoanotTo-Ul_.‘
== ‘ ‘ =

zipVault® Online Storage

1. Click Add Document (1) to upload a file from your computer. As soon as the first document is added, zipVauli®

Open House Registration Sheet - (Lands. ..

| Open House Registration Sheet - (Portra. |

extended file sforage is activated for the transaction.
2. The transaction file will be available on zipForm® Plus until it is deleted by you, or until 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 using the Email to zipForm® or Fax Coversheet features on the File Menu (3).

4. 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.

5. Signed forms sent using the e-Sign button, or signed on a tablet with TouchSign®, are added automatically fo a

new Signed Folder (5), once signing is completed by all parties.

Documents stored online in zipForm® Plus using zipVauli® can be emailed, faxed, included in eSign packets alongside

forms, or shared online using the Collaborate button in zipForm® Plus.

Send documents in to zipVault®, or ask someone else to send you documents. Documents can

be emailed fo a fransaction as email attachments using Email fo transaction, or can be faxed B Email to transaction
from any fax machine by following the faxing instructions on the Fax cover sheet. Both opfions [BiFax cover sheet
can be found under the advanced File Menu (3).
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zipVault® Archiving and Storage

Manage and archive stored online fransactions using zipForm® Plus and zipVault®. Your =
TRANSACTIONS page contains powerful tools to sort files, track online storage, and quickly Status  Active M
find the fransaction you need. Active

Mark a file as closed or inactive fo continue sforing that file online without cluttering your list of s

active transactions. Closed

1. Click the property photo to edit fransaction details

2. Change the transaction Status to Inactive or Closed

3. Click Save
Inactive and closed transactions will not appear on your main TRANSACTIONS page 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 to search for
Closed, Inactive, or All files.

zipform: Plusié &

TEMPLATES CONTACTS HELP FEEDBACK

-
B O O E E B s 7 B
Nerw Delete Import Export LookUp Morgage Vault Create Sarvice Net Sheets

Mansger Colculstor  Statisics  Digtal ik Providers

Active Enter Keyword(s) ' Sort ~  mm c

Transaction Name Status Seller Buyer Prop Address Modified Created Expires

Ez.u Main Street - 234567 Active Jane Seller 234 Main Street, City ST 17 hours ago 3 weeks ago Wed Jan iszﬂ‘ln%
ﬁmmm Active  Adam Seller, Betty Seler Smith Investments, LLC, 123 W Hillside Avenue, Prescot ST 17hoursago  Thu o 22015 KD v
B 234 vain streat- 230450 Active  Adam Seller 234 Main Street, Ciy ST Whoursago  3weeks ago Thu Jan 17 2019 G2}

n 456 New Listing Way Active  NIA NIA No Address 21 hours ago 21 hours ago Wed Fens 2019 @)

Transaction Storage

1. Click the Icon View/List View Button (1) located next to your sort options to change your viewing preference for this
page and see more defails using List View. zipForm® will remember this preference unfil you change it again.

2. Llist view makes it easy fo see the Expiration Date (2) for all files, to know how long your files will be stored online.

3. Files can be exported (3) to download all or part of the file for offline storage. Files stored offline can be imported back
fo zipForm® Plus when needed.

4. Files with the zipVault® icon (4) contain documents sfored in zipVauli®.

5. Click the zipVauli® product button (5) at the top of zipForm® Plus to sort by zipVault® transactions.

6. Click the File Name (6) to open the file and view or change the expiration date for a file.

7. Manage more than just active real estate transactions. Search for Inactive, Closed, or view All files using the transaction

search Filter by Status (/) option.
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Tips: Personalize Your Communication

Emails sent from zipForm® Plus include your photograph and email signature, which can be added through your profile, and a
property phofo, which can be added to the file by clicking on the photo on the property folder.

¢:

Your Picture and
Signature

zipForm: Plusi# &

-www.zigl..ogix.c om

A personal profile image 2 roume ) (s doe @ | e .
and email signature can be B S—— | oo sovaroee crae
Libranes =

added through the About =i viewProte] Sn0s] Sgnou]
Me section of the zipForm® | € setinss S5 nr‘r. Fnie DIEs o as

‘Sincerely -
Plus Profile. Enter updates _

! Shop ‘Cassandra Davis

and click Save. Acme Realty :

pdf (17 kB) ¥3IStandard Listing Contract.pdf (40 K8)

Sent From Cassandra Davis

456 Main Street - John Smith - #23456 zipform Plus

Cassandra Davis has sent you a document(s) from zipForm® Pro—
Plus

Good Moming'
Can you please review the attached documents before to

day’s | pm meeting”

Thanks!

Sincerely,
Cassandra Davis
Acme Realty

www.zipLogix.com

123 Broadway Blvd
Listing, Residential
Modified 4 minutes ago

Transaction Details
Name: | 123 Broadway Blvd
— Transaction Type Properly Type

@ Listing @ Residential 2 Commercial
© Furchase © Industrial  © vacantLand
© Lease © Multivnit

Status  Active | v

Save

Add Property Image
A property image can be
added when creating or
modifying Transaction
Details.

Click the property image
placeholder to open
Transaction Defails and
add a Photo from your
computer.

Close

Paperless Transactions
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Tips: Set up your account in zipForm® Plus %

There are many ways to customize your new zipForm® Plus account. Here are some tips and tricks to make your life easier.

3 John_Smith Tip 1: Save clauses and use them in text fields

4 Common paragraphs, sentences or phrases can be saved

g ang — George Smith . gnd inserted info form fields quickly. Create and save

7 and concerning the fol[Shg described property: clauses by using the Clauses button on the Transactions

: . page, and then insert a clause using the Insert Clause button
Insert Clause E Abc abc ABC | within a text field on a form.

-

1l Additional provisions: To reach the Insert Clause button, click on a form field.

}i Click the gray pencil button to open the insert clause and
15 change case buttons.

. . About Me
Tip 2: Enable 15 minute Autosave & oo
While you are working in your forms, zipForm® B e
Plus saves your file automatically every time you General Options
move to a different form, add a form, remove a O seinos ' el
form, email, print, or send for signatures. ' e | e
However, sometimes it helps to have just a little
. ! SHOP Active Text Color
more peace of mind.
Field Background
Set Autosave from the Settings section of your P O

Profile to save files every fifteen minutes for

— -
added security. Autosave : Time Interval for Autosave Transaction (mins.): v
Morigage Calculator Default Interest Rate EE]
& o SosTA. : Tip 3: Sort your form libraries
. siccee fl i Organize Use the Libraries section of your profile to organize, or
B e ) - - rearrange the order of form libraries to reflect which library
O soos s appears by default and the order for libraries in your form
OPENH  Open Huse Foms libraries page.

zipForm: Plusi# &

Tip 4: Create a Template

Templates are saved packets of forms, contacts, and documents TRANSACTIONS | TEMFIATES | CONTACTS  HELP
that you can use when starting your transaction file through the B O &

Apply Template option when creating or editing a zipForm® e =5

Plus transaction file. Click TEMPLATES and then click New to —— e

create your own template.

your template, add forms, and fill out key information, such as
your brokerage name and address. Save your template and you
can use it on future transactions by using Apply Template.

Modified 4 weeks ago

Creating a template is similar to creating a Transaction. Name ’
|

Purchase Template Listing
Template Template
Purchase, Resdental Listing, Reastental
| Modified Wed Jan 07 2015
| -
‘orms of Use  Privacy & Secunty Suppont .
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