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Completing Contracts 
Online

Getting started using zipForm® Plus to complete contracts 
online quickly and efficiently 

Go Beyond

www.ziplogix.com

Easy to useEasy to use

Always accurate, 
secure, and up to 

date

Always accurate, 
secure, and up to 

date

Seamless professional 
workflow

Seamless professional 
workflow

Reduced data entryReduced data entry

The zipLogix Advantage

Go Beyond
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The Paperless Transaction

Go Beyond

1
Complete 

contracts quickly 
and professionally 

2
Get secure paperless 
signatures using eSign

3
Continue working 
with and storing 

forms, documents, 
and archives online 

Together, these tools help you seamlessly meet your office and client 
needs from anywhere, at any time.

www.ziplogix.com

Getting Started: A New Client
Congratulations! You are on your way to present to a prospective client.   

How do you make a great first impression?

 Professionalism – Electronic forms in zipForm®, complete with your information, 
and your future client’s information can be prepared and ready in just minutes

 Accuracy – Enter information once, or import it from the MLS, and all of your forms 
update automatically

 Expertise – You always have secure access – from your computer, smartphone* or 
tablet* – to your files and real estate contracts

 Trust – Forms in zipForm® are provided by your association, brokerage, or MLS, are 
always secure, and always update to the latest version

Go Beyond

* With zipForm® Mobile
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Sign in

o If you do not have an account, you can sign up at www.ziplogix.com using the Order Now
button

o Sign in from anywhere on any Apple (Mac) or Windows (PC) computer using Internet 
Explorer (PC), Firefox, Safari (Mac), or Chrome browser

o Add zipForm® Mobile to your account for access through any smartphone or tablet browser

Go Beyond

1. Visit www.zipformplus.com

2. Enter your username and password
1. Visit www.zipformplus.com
2. Enter your username and password

ProTip: Use CTRL + D to 
bookmark zipFormPlus.com
on your browser of choice 
(CMD + D on an Apple 
Computer) 

www.ziplogix.com

The TRANSACTIONS Page
Your active transaction files, with the forms, documents, and tools 
to close the real estate sale.

Go Beyond

Search TrainingList View

Tools

Transaction
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Getting Started in zipForm® Plus

Go Beyond

Step 1 Start a 
New File

Click the New button on the TRANSACTIONS 
page, label the file, and add forms or 
documents as needed.

Step 2 Complete 
Contracts

Click and type in form fields to complete 
contracts quickly and professionally.

Step 3 Save and 
Send

Click Save to save changes online, then click 
Send to email or fax, or eSign to send for signing 
using zipLogix Digital Ink® or DocuSign® 

www.ziplogix.com

Step 1 Start a 
New File

Click the New button on the TRANSACTIONS 
page, label the file, and add forms or 
documents as needed.

Step 2 Complete 
Contracts

Click and type in form fields to complete 
contracts quickly and professionally.

Step 3 Save and 
Send

Click Save to save changes online, then click 
Send to email or fax, or eSign to send for signing 
using zipLogix Digital Ink® or DocuSign® 

Getting Started in zipForm® Plus

Go Beyond



Online Real Estate Transactions with zipForm®

www.zipLogix.com 5

www.ziplogix.com

Start Your New File
Click the “New” button on your TRANSACTIONS page

This creates a virtual Transaction File that you can use to complete contracts for this 
property and client.

Go Beyond

Start a New File

www.ziplogix.com

Name the File
The Name helps you find this file later

o Search by file Name using the “Enter 
Keywords” box on the TRANSACTIONS 
page 

• This also searches the property 
address and client name in the 
forms

o The Name also prints in the lower right-
hand corner of the forms in this file

o Client names or property addresses are 
commonly used

Go Beyond

File Name
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Select a Template (Optional)
Templates are saved packets of 
forms, contacts, and documents

o Templates are not required to start 
a file, but they can save you time 
by automatically adding forms, 
contacts, and documents 

o Templates can be created by your 
broker or office Admin in the Broker 
Edition

o Templates can be created by you 
from the “TEMPLATES” page

Go Beyond

Templates

www.ziplogix.com

Click “Save”
This creates the new file

o You now have a place to organize, 
store, and update all of the real 
estate contracts and other related 
documents for your future client

Go Beyond

Save
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Documents - Adding Forms
Click once on a form in the “All Forms” tab to add it

o TIP: Add the Cover_Sheet form to use as a shortcut for completing forms 

Go Beyond

Add Form

www.ziplogix.com

Your Transaction File

Go Beyond

Use this file in order to update contracts, add to the transaction, share with anyone, and 
manage file information for the property sale

Folders

Form Libraries

Search

Approval

File Information

Open and 
edit forms

Summary
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Saving and Storing Files Online
Use the Add Document button to add computer files, like PDFs

Go Beyond

A. Click Add 
Document 

B. Browse for the file  
on your computer

C. Click OK

A

B

C

Shortcuts 

www.ziplogix.com

eMail or Fax in Documents
Use the eMail to Transaction or Fax Coversheet options in the file Menu to send an 
email attachment or a fax to zipVault® 

Go Beyond

Email
Fax

Menu

Shortcuts 
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Add Folders to Organize Files 

Go Beyond

Folders group together 
related documents and 
forms within a zipForm® 
Transaction. 

A. Click Add Folder

B. Enter a name for the 
new folder

C. Click OK

Click and drag forms or 
documents from the 
Documents List to the 
folder in order to add 
them to the folder.

A

B

C

Shortcuts 

www.ziplogix.com

Parties Tab
The parties tab is an easy place to update and store information on the 
transaction parties, or import information from your CONTACTS

Go Beyond

Add your client

Parties Tab

Shortcuts ProTip: Enter email addresses for 
transaction contacts, so that 
you won’t have to look them up 
or type them in later when 
sending documents.
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Property Tab
Complete or update information about the property 

Go Beyond

Shortcuts

MLS Connect

www.ziplogix.com

History Tab
Track updates, events, and communications automatically

Go Beyond

Shortcuts

Search
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The Transaction File
You now know how to:

 Start a transaction file on zipForm® Plus
• Use the Documents Tab to add forms and files
• Find forms in libraries using the All Forms tab
• Add Documents and Folders

 Add parties (contacts) using the Parties tab
 Update the Property Tab with Property information

• Import MLS Data using zipFormMLS-Connect® 
 Audit files using the History tab

Go Beyond

www.ziplogix.com

Step 1 Start a 
New File

Click the New button on the TRANSACTIONS 
page, label the file, and add forms or 
documents as needed.

Step 2 Complete 
Contracts

Click and type in form fields to complete 
contracts quickly and professionally.

Step 3 Save and 
Send

Click Save to save changes online, then click 
Send to email or fax, or eSign to send for signing 
using zipLogix Digital Ink® or DocuSign® 

Getting Started in zipForm® Plus

Go Beyond
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Open a Form (Contract)
Click once on a form in the “Documents” tab to open and fill it out

Go Beyond

Open

www.ziplogix.com

Click and Type to Fill Out Form Fields

Go Beyond

Form Field
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Editing zipForm® Contracts

Go Beyond

Tools in zipForm® Plus help you quickly and professionally update real estate forms in any file

Form Libraries

Enter text

Add more forms
Open and 
edit forms

Summary

www.ziplogix.com

Completing Basic Information
Enter or update basic file information using the Parties and Property tabs, 
Transaction Info button, or the Cover_Sheet form

• These locations contain the basic information for your file, including information about 
you, your clients, service providers, and the property.

• Updating information in any of these locations will automatically fill out the same 
information in your forms

Go Beyond

Shortcuts 
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Transaction Information/Cover Sheet
Use the method you prefer to enter file information

Go Beyond

Shortcuts

Transaction 
Information

Cover_Sheet
Form

MLS Connect MLS Connect

www.ziplogix.com

Full Screen Button
View larger contracts to make it easier to complete form text

Go Beyond

Shortcuts

Full Screen
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Fastfill Button
Strips away form language, leaving only the fields to fill out

Go Beyond

Shortcuts

Fastfill

www.ziplogix.com

Highlight Text
• Click and drag to select text, then click Highlight 
• Double-click on highlighted text to remove highlighting

Go Beyond

Shortcuts

Highlight
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zipFormMLS-Connect®

Import listing 
information into forms 
from a participating 
MLS using the MLS 
Connect button.

www.zipform.com/mlsconnect

Go Beyond

Shortcuts

Choose your MLS

Find the listing

Import

MLS Connect

www.ziplogix.com

Look Up Fields
• Drop-down fields can be used to look up text 

previously entered on other forms or transactions 
for this type of field

• Save time when entering information for common 
fields, such as:

o City, State, Zip Code
o Your Agent and Broker information

• Intellicopy in the look up fields provides the “best 
guess” for the field at the top of the field’s drop-
down, for example:

o Seller’s address in the Property Address line
o Brokerage information for the other side

• Edit field information by clicking the Look Up
button on the Forms Tools (under “More”)

Go Beyond

Shortcuts

Look Up Fields



Online Real Estate Transactions with zipForm®

www.zipLogix.com 17

www.ziplogix.com

Automatically Formatted Fields
• Date fields are automatically formatted

o Double-click to enter today’s date
o Click to select a date from the displayed calendar

• Price fields are automatically formatted
o Commas and decimal points are entered automatically
o Click the gray calculator button to open the mortgage calculator tool from a 

price field

• Use the Space Bar on your keyboard to override the automatic 
formatting

o Use ESC to bring back the automatic formatting

Go Beyond

Shortcuts

www.ziplogix.com

Attach a Photo to a Form
Attach Photo from the quick tools, or by right-clicking on a form

Go Beyond

Shortcuts

Highlight

Attached Photo Tag

Browse

Add More Save

Attach Photo
1. Click Attach Photo and browse 

for the picture on your computer
2. Enter the photo’s Caption
3. Add more photos, as needed
4. Click and drag the [Photos #] tag 

to position the reference on the 
form (Positioning will change the 
number on the tag relative to 
other tags)



Online Real Estate Transactions with zipForm®

www.zipLogix.com 18

www.ziplogix.com

More (…) Tools

• Attach Photo – Add a photo to the form 
• (the photo will be added as a new page at the end of the form)
• Check Spelling – Spell check the form fields that you have completed.
• Notes – Add an electronic sticky note. 

Note: Notes on forms do not print, but they can be included when emailing the form(s).
• N/A Fill – Enter “N/A” or text of your choosing in the blank text fields of this form.
• Look Up – Edit the text remembered by the Look Up fields for your forms.
• Undo/Redo – Undo or redo a change to a form field 

(CTRL + Z on a PC or Command + Z on a Mac will also work)
• Activate Intellicopy – Automatically copy the intellicopy fields through the form. 

Go Beyond

Shortcuts

www.ziplogix.com

Completing Real Estate Forms
You now know how to:

 Save time with Transaction Information or The Cover Sheet form 
• Basic information for the transaction
• Similar to the Parties and Property tabs

 Fill out forms using tools and shortcuts
• View the form larger using Full Screen view
• Use editing tools, such as Fast Fill and Highlight
• Use Look Up Fields to look up text typed previously in other forms
• Automatically formatted date, price, and number fields
• Use additional Quick Tools

Go Beyond
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Step 1 Start a 
New File

Click the New button on the TRANSACTIONS 
page, label the file, and add forms or 
documents as needed.

Step 2 Complete 
Contracts

Click and type in form fields to complete 
contracts quickly and professionally.

Step 3 Save and 
Send

Click Save to save changes online, then click 
Send to email or fax, or eSign to send for signing 
using zipLogix Digital Ink® or DocuSign® 

Getting Started in zipForm® Plus

Go Beyond

www.ziplogix.com

Save Changes
Changes are also saved when you add forms, switch forms, or use Fastfill

Go Beyond

Save
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Send (eMail/Fax) or e-Sign
Send and share forms directly from the forms page, or send from the 
Documents tab inside the file. 

Go Beyond

Send e-Sign

www.ziplogix.com

Share Your Screen
Use zipConsult to meet face-to-face online to review contracts 
with clients as you fill them out or before clients sign

Go Beyond

zipConsult
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Collaborate Online
• Share contracts and let others fill in contract information as 

needed – you are always in control

Go Beyond

Collaborate

www.ziplogix.com

Collaborate Online
Share forms and 
documents

1. Click Add a person
2. (Optional) Allow 

them to edit forms
3. Click the check box 

to select forms and 
documents to share

4. Click Save to save 
changes

5. Click Send

This sends a zipLogix 
Community (Collaboration) 
link to the recipient(s)

Go Beyond

1

2

3

4 5
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Saving and Sharing

Go Beyond

Save forms online, then share forms with anyone using the email and fax options, Collaborate 
button, or zipConsult screen sharing, and use the eSign option for paperless signatures

Email or Fax

Share your screen

Share Online 

Summary

eSign

www.ziplogix.com

Save as PDF
Save to your computer or to the file to preserve a copy of the unsigned 
form at this point in time.

Go Beyond

Save as PDF

Shortcuts
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Saving and Sharing Forms
You now know how to:

 Save forms using the Save button
• Files also saved when adding a form or navigating to a new form
• Enable automatic saving through the profile

 eMail or Fax using the Send button
 Save as PDF 

• Save to a computer 
• Save as PDF within the file (zipVault®) 

 Review files online using zipConsult™ 
 Share documents or forms online using the Collaboration tool

Go Beyond

www.ziplogix.com

Getting Started in zipForm® Plus

Go Beyond

Step 1 Start a
New File

Click the New button on the TRANSACTIONS 
page, label the file, and add forms or 
documents as needed.

Step 2 Complete 
Contracts

Click and type in form fields to complete 
contracts quickly and professionally.

Step 3 Save and 
Send

Click Save to save changes online, then click 
Send to email or fax, or eSign to send for signing 
using zipLogix Digital Ink® or DocuSign® 
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Next Steps
• Try it! Reinforce your learning

o Sign in to zipForm® Plus
o Create your own zipForm® File to practice

• Add the forms you need for a standard listing or sales presentation, so you 
will be prepared for your next client presentation

• Explore the features within the file – don’t be afraid to try something new!
• If you need to, use the “Delete” button to delete the file

• Learn more! Review your training and increase your skills
o Training on Demand – www.YouTube.com/ziplogix
o Step-by-Step Instructions – Click the (?) button in zipForm® Plus 
o Live Webinars – Sign up for a future live training at www.zipLogix.com

Go Beyond
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Training and Support

Support
- Phone support:

586-840-0140
- 24 hours Monday - Friday
- 10 am to 10 pm Eastern Time Saturday and 

Sunday

- Online Support, FAQs, and 
Knowledge Base:
http://support.zipLogix.com

Go Beyond

Training
- Training on demand:

www.youtube.com/ziplogix
- Live online training via webinar: 

www.zipLogix.com/training
- Click the (?) icon or HELP link for 

in-app training and support in 
zipForm® Plus
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Thank You

Additional information and resources:

www.ziplogix.com

Go Beyond


