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Help at a Glance: Quick Tools Ziprorm PlUS' ’h)

The zipForm® Quick Tools are easy to 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.

LOOkUp 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

Save - Click to save your changes (Tip: the save button is only blue when you have unsaved changes. It will be gray if
all changes have saved)

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 temp|<:|te — Add a template (a saved packet of forms) to this file

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

|mpor’r From MLS - Import MLS data into your forms (for MLS participating in zipForm® MLSConnect)

Slgn — Click to prepare documents to be sent for signatures using ziplogix Digital Ink® or DocuSign®
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Help at a Glance: Step-by-Step
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Starting a File

The transaction file is a set of contracts (zipForm® forms) for a specific client or property. Transaciton
information, including Transaction Parties and Property Information, automatically flows from form to
form as each contract is completed or updated within zipForm®.

Zipform Plus '@

TEMPLATES

. o
Ferma
New

Adhviscr

-
ywardy(s) b sort - —

CONTACTS HELP

Step One [*HEN R

FEEDBACK
B/ |®
Morgsge  Vault Transter  Creste Servon

Manager Caloulstor  Statistis  Tiarssctions Digital Ink  Providen

New Sale Drive = ? 456 Jones Ave
ng, Residential Listing, Residential
fied just now @ Modified 1 hour ago

456 Main Street
Purchase, Residential
Modified 20 hours ago

234 Main Street
Listing, Residential
. Modified Tue Apr 30 2013

Transaction Details

Name: | 987 Main Street Step Two

Transaction Type

@ Listing
© Purchase

© Lease

Office Address  zipLogix Firm

Apply Template

New Listing Packet
New Listing Template
New Template

New Training Template

i

Add Phot

Purchase Agreement Template

Sales Packet - CDavis

Sales Packet

Property Type
© Residential © Commercial
© Industrial  © vacantLand
© Multiunit

v

Step Three &%

-~

Purchase Agreement Counter Offer Template

Step Four Save Close

www.ziplogix.com/zipformplus

Step One: Click the New button on
the TRANSACTIONS page

Step Two: Enfer the property address
fo 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

Step Three: Select the appropriate
template (forms packet) to start the file

Tip: This template will add key
required forms fo the file. If you do not
see the Templates option, you do not
have any templates available. Create
master templates on the TEMPLATES

page.

Step Four: Click Save
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) [ 1 vocuments | 2 rarues | i evopery | - "o ||
Search F

FEEDBACK

987 Main Streat _

Latng. Residental ™ Name of Descriphon

Mosified just now -

| ‘ ‘ a E 6 B - o , X @ Select Library = sont =
o - Folders = Tempute  Dooumen 'm“ :(“ vo:::" _— e Wmm Library 580
Step Five s :
® | Countei Offer
V.| E Lead-Based Paint Distiosure
& ol stancan Listing ©
L 2

4 ‘4 | -4

Adduonal Ageod
Azknawladgamant -

Swndard Listing
Contact - [SLC)

Transacion Cover
Shest - _COVER]

e
Additicnsl Provisens
Addendam - [ARF]

Addtional Signature
Addendum #1 - 406

Tsting Agreamant

TEMPLATES CONTACTS HELP FEEDBACK

987 Main Street . } B ) 27 ﬁ v
Listing, Residential Ste p Ei g ht <] Ste P Nine n '5 #
Modified just now o _ A Save Email P - Save &5 Highlight  Strikeaut MLS =Sign
Info POF Connect
My Forms

Transaction Cover Sheet

Standard Listing Contract STANDARDLISTING CONTRACTEXxclusive Rightto Sell

< fe
Lead-Based Paint Disclosure o 1 THISISINTENDED TOBEA LEGALLY BINDING CONTRACT. IF NOT UNDERSTOOD OWNER IS ADVISED TO SEEK THE ADVICE OF
£ 2 COMPETENTLEGAL COUNSEL.
0 B
ok

ERC Property Status Form - 2001

ERC Homeowner Discl. Statement - 4182

Full Name of First SELLER, LANDLORD or SUELANDLORD 3

and expires atmi

NEW Brokers arkel naliY (=] O INI=AV/ =10 2l Jane Dog| | timethereaferto closeany
ERC Real Estats Broker Invoice - Version © PRICE & Full Name of Second SELLER, LANDLORD or SUBLANDLORD

10 (§230,000.00 )
Change to Listing Contract - 1211 11 Terms_|  Totalch amount for both Sel 460

12

13 e ———————————

14 PROPERTY: Legal Description.

15

16 C. Iy

17 Cityof ,Countyof 8T JZip

18 Thefollowingitems are to be leflupon the premises as partof the property purchased; electrical,
19 wood stoves, built-in appliances, screens, storm doors, stormwindows, curtain rods, andhardware, anamedﬂoarmnnqs
20 T.V.antenna, air cooler or conditioner, garaged dcontrols, attach e mailbox, trees, shrubs,
21 and alifodures except
2

23

partofthe propertyofferedfor sale for saidprice;

24 Thefoll
25

propertyis al

www.ziplogix.com/zipformplus

Step Five: Click a form in the
All Forms tab fo add if fo the
file.

Step Six: Click a form fo open
it and fill it out

Step Seven: Click and type to
fill out form fields

Step Eight: Click Save

Step Nine: Click Email to email
or fax confracts

LA N ]

»

i

All Forms a |
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The zipForm® Plus File

TRANSACTIONS Page

Easily start a new file, or quickly find files with realime search and personalized file views.

Zipform: Plus (@ &

-

| )

CONTACTS HELP FEEDBACK Profile Settings Cassandra Davis
G § R B /@
Forms Causes Loosls Morigage Vaut Transter Create Sarvce
Asvaor Mansger  Calculster  Stafaties  Transsctions Digislink  Provders
Actve Enter Keyword(s) SeaI’Ch Sort - =
3 456 Main Street 234 Main Street s 123 Main Street 456 Main Street
Purchase, Residertial Listing, Residential Listing, Residential Listing, Residential
- Modified & minutes ago _ Modified Tue Apr 30 2013 Modified Mon Apr 20 2013 ~ [ Modified Wed Apr 17 2013
D Bl L7 ]
1@ 234 New Listing Way 908 Jones Bivd s 456 Jones Ave B 456 offer way - John S...
Listing, Residential Listing, Residential Listing, Residential S P " Listing, Residential
Modified Wed Apr 17 2013 Modified Wed Apr 172013 _ Modified Wed Apr 172013 _ B Modified Wed Apr 172013
_ a9 L) - 9
B 234 Purchase Drive 789 water way N New Offer - 123 Main St... 345 New Year Drive
B Listing, Residential Listing, Residantial ke Purchase, Residential Listing, Residential
Modified Wed Apr 17 2013 Modified Wed Apr 17 2013 Ky Modified Wed Apr 17 2013 E Modified Wed Apr 17 2013
( 1| |
123 Signa Way I New Offer
Listing, Residential el Purchase, Residential
Modified Wed Apr 17 2013 LR \1oified Wed Apr 17 2013 Key Tools:
= Switch to a list view of files
Digital Transaction | 234 Jones Ave ‘ [ 234 Jones BI o Start a new f| |e
i el = i 1
#  Send a PDF for signatures
B Open the forms editing page ™
: Transaction File
123 Main Street qEeJeI=y o o o ”
B_aw - . i T [¢ i . i i i
Listing, Residential Click the tile name to open the file. To edit the picture or tile
Modified 5 days ago L properties, click the property image. Or, click the menu arrow
% [v] for more options.

www.ziplogix.com/zipformplus




Help at a Glance: Forms and Files . Ziprorm PlUS“ %

Forms Page

Easily fill out transaction contracts, or click a form in the All Forms tab to add a new form o the file.

zipForm: Plusi# &

TRANS TEMPLATES CONTACTS HELP FEEDBACK Cassandra Dﬂ“; >
= T = .5 L
456 Main Street d = s B ki
W Purchase, Residential L | @ B = E o = n g' o ﬁ / e o | | Search Form Name or Description
:;‘n::n 30 %0 Baax Fultsorean Save Emait Priet Tearsaction  Fasttill Sevem  jaghight  Swkecut MLS wSign
s L L o Select Library = Sort *
Sun Oct 29 201 &
My Forms | ZipForm Demonstration Library

Comm. Listing - Excl Right to Sall -

Acronym. ZIPDEMO  Version 58.0
‘ | Transaction Caver Sheet

Disclosure of Relationship with STANDARDLISTING CONTRACT Exclusive Right to Sell

=
i

| Additional Provisions Addendum

4| >
iy tnest Lindng Coniact @ 1 THISISINTENDED TOBE A LEGALLY BINDING CONTRACT. IF HOT UNDERSTOOD OWNER IS ADVISED TO SEEK THE ADVICE OF @ | CounterOffer
E 2 COMPETENT LEGALCOUNSEL.
Agdiional Broker Acknowledgeneant - S8 B E
Sz
) John Seller, Jans Sellar w
Asdndum o #1 - 4112 >4 All Forms z
=3 = <
Addendum for Property Subject o 7 . butSeller further allows a Brokera reasenable ima thereafler o clos
8
Agent Visual Inspection Disclosure - 411 9 PRICE&TERMS: ListingPrice One Hundred Twenty-Thres
10 s R
Amendmaent 1o Listing #1 - 0107104 11 Terms Listed price will be reflected on the MLS Listing and on all t tings or
42 listings, Listi ice subject to revisionm 30 s _after listing.
Amendmentto Listing #2 - 01707104 1 I

Back-Up Offer Addendum - 11112 15 |
15 Sormomnon Key Tools:
Emdron Assessment Species and 17 Cityof City .
Exct. Sublease Listing for Comm Rel » 1 mm“:ﬁ; 3] S it h t f ” i
y == WIICNh TO Tull sCreen view

20 TM.antenna, aircl
Lead-Based Faint Disclosure 21 andall fodures exg
2 —

Z
P (! mode =
- & DO

Import MLS listing data

Transaction Information

23

24 Thefollowing pery
25

Inside the Transaction File

Click a document to open it. Click and drag a document to a folder on the left to organize the file.

zipForm Plus ‘- }

TEMPLATES CONTACTS HELP FEEDBACK

987 Main Street » i B oocuments I 22 rariies I T Property ”5'”" Keywordn} l
Search Form Name or Descriplion

Listing, Residential
Modiied just now -
<« B B B & B = 0 7 X e [ s
I Folders 2 .-.-M::. 5.,:::,.- ot 0:::., i ‘::' o - ot s ZipForm Demaorstration Library
"

Acronym: ZIPDEMO  Version: 58.0
Trans Sheet

Sort - Organize =

Additional Pr

| counter omer

| Lead-Basea Paint Disclosure

Standard Listing Contrac

All Forms »

Siandard (Sting  Additonal Provisions Transaction Cover A -
Contract - [SLE] Addendum - [AAP] Shest - | COVER] Acke

Key Tools:
= /x 8 Apply Template
= || - B Add (upload) a new document

Addiional Signature Listing Agreemaont

Addendum #1 - 4106 - & Add qa FOlder

B Send (email or fax) forms

www.ziplogix.com/zipformplus




Help at a Glance: ziplogix Digital Ink® ZipFO[‘m Plus ’2)

Complete eSign integration with ziplogix Digital Ink® makes it easy to create professional, accurate digitat Ink'®
.' signing packets for any transaction file. Signing documents with ziplogix Digital Ink® creates a '

|
& complete, verifiable signed document which cannot be altered after signing. With a fully infegrated r/*“-
e-Sign digital signing experience, it is easier than ever fo bring the security and convenience of digifal : A
signatures to the closing table. “Real Estate Transle

Disclosure Stateme

ZipForm Plusi® &

TEMPLATES CONTACTS HELP FEEDBACK Max Vllﬂg ...

Select Parties  »» endds{nnnluru

JResidential Listing Agreement - Exclusiv ~ M Save Quit

RESIDENTIAL LISTING AGREEMENT
4
#

Initial Field] P Mister Seller \ (“Seller”)

Signix Test - RLA

Previous Add Signature/Task

e = Best Realty, Inc. ==L (‘Broker)
ool = and ending at 11:59 P.M. on (date) ~,_ ,("Listing Period")
Inital Fields — LBV ht to sell or exchange the real property in the City of Los An s .
it BN s Angeles , Assessor’s Parcel No. X ‘
Sign Field14 ‘ @ 1l Listing St () ("Property”).
Listing Agent- Mister Age A = - (g\

i i - UDED: Unless otherwise specified in a real estate purchase agreen%all fi and fittings that

included, and personal property items are excluded, from the puch ica'\'\'
D: Vi A

~ ADDITIONAL ITEMS INCLUDED: .~
Seller intends that the above items be excluded or included in offering the Property for saleh
agreement supersedes any intention expressed above and will ultimately determine which .@
sale; and (i) Broker is not responsible for and does not guarantee that the above exclusio, il

N/

der: ?js that: (i) the purchasé
5 are uded and included in the

or i@snons will be in the purchase
D =aa

agreement.
9 N

ziplogix Digital Ink® Integration

Full ziplogix Digital Ink® integration allows ziplogix Digital Ink® users fo:
e Set up the signature packet, including documents, signers and signature tags, in three easy steps, without
leaving zipForm®
e Name signature submissions so that the signature packet is easy to identify in the future
e View the status of packefs sent to ziplogix Digital Ink® and update signatures packets from within zipForm® Plus
e Review submission records for signatures of individual documents
e Automatically fills signer contact information directly from the Parties tab
e Save or print a complefe history of the signature progress, including emails sent to signers
e (zipVauli® subscribers only) Automatically receive a folder of signed PDF documents stored in the zipForm® Plus file when

signing has been completed by all parties ) () () ) = (5| (29 (B | 6] (7 :

. . m Lead-Based Paint Disclosure @
digital Ink @ - -

Artdrase:
123 Signa Way, Springfield, ST 12343

Lead Waming Statemant: Every Buyer of any inberest in residential real prepenty on which a residential dwelling was buil prioe
1t 1978 is notified that such propety may present exposure 1o lead from lead-based paint that may place young children at risk
developing lead postoning. Lead poisonmg in young chiléren may produce permanent neurclogical damage, including leaming
, reduced quobient, problems. and impained memory. Lead poisoning also poses a particulas
3K to prignant women. The Seler of any interes! in resicential real propenty i required 1o provide the Buyer with any information
on lead-based paint hazards from risk of in the Seller's and natify the Buyer of any known
jead-bazed p3 ararde A risk oc 1ant of g possible lead-based pant hazards (s recommended orio? 1o

1
2
3
4
5
L]
7
8
9

www.ziplogix.com/zipformplus




Help at a Glance: DocuSign® Zip['—orm PlUSﬁ ’2)

Using the eSign button to connect directly to DocuSign® makes it easy for any agent to create

" professional, accurate signing packets for any client. Send forms for signatures without the Dogus '? :
g hassle of new tabs, windows, or pop-ups. With a fully integrated signing experience, it is easier /K_,
e-Sign than ever to get fo the closing table. - é

zipForm Plusi# &

_ TEMPLATES HELP FEEDBACK

123 Signa Way - Unnamed e Select Forms »» 6 Select Parties  »» e Add Signatures
Close
To Kelly Agent [C: @ziplogix.com]; C o
Message 123 Signa Way
Tag for: ¥RRooEHE % R Templates and tools DEdi
Kelty Agent [Cdavis@zif+ = 45 excepl liens, covenants, encumbrances of record and taxes levied on said property fol - wELC =
7 46 between seller and buyer, pa—
Star Custom 47 SPECIAL PRO
Signature b 8 D
Optional Sgnature & e B St
Initial Xy | .
Opticnal Iniial & | Slgnature Tags 1o find a buyer ready and willing 10 acquire the property described abova at the price and terms [:i]
Signer Attachrent 1J ” SR e mmmsasseamnggp;n‘mr—_m—]z_mmmumhmmmmmm. |
Full Name = |l $4 Seller agrees to pay Broker in cash a ission equal to Oy % based upon the szles price, or a Nat fee of * _COVER
- 55 § . If Seller enters into a writlan agreement for the sale ol the property during the term of this agreement. The =|
Farst Hamo — 56 commission shall be payable immediatety i the Seller defaults on the Agreement to Buy-Sell or at closing, whichewaes necurs first F
Last Name o Siandard Listing Page 1012 _ '"ioa! =4
Email Address = rLogin 433§ Viepd Ave Lo Angebes, CA 50008 P 211 1M P 2104080704
Lamandrs D Prosused wit Zpkorrd by reloge 18070 Fileen Mie Roal Fraser Mohgen 851048
Tl o &
x Signed Lo | sLc 1of2
ove —
Decline = &J
Data Fiekd o=
Check Box ¥ . D E
Send Se N d fave Draft | Discard Changes -

DocuSign® Integration

Complete DocuSign® and zipForm® Plus integration allows DocuSign® subscribers to:

e Setf up the signature packet, including documents, signers and signature tags, in three easy steps, without leaving zipForm®

o Name signature submissions so that the signature packet is easy to identify in the future

e Check the sfatus of packets sent to DocuSign® or review status of signatures at a glance from within zipForm® Plus

e View submission records for signatures of individual documents

e Automatically fills signer contact information directly from the Parties tab

e Save or prinf a history of the signing process

e (zipVault® subscribers only) Automatically receive a folder of signed PDF documents stored in the zipForm® Plus file when
signing has been completed by all parties

Status

Submission Date

Submission Name

Check
Status

w Listing Docs 5 hours ago InProgress Check Status

Signature Provider
DocuSign®
Signers

Kam Seller

Wally Agent

=2 Documents
LBFD
ocu 2V
— g w Listing Documen... 5 hours ago Created
Signature Provider

zipLogix® Digital Ink

Signerns

Cassandra Davs -
Close

www.ziplogix.com/zipformplus




Help at a Glance: zipVault® _ Zip['_orm PlUS“ ’l)

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

easily and securely store files online.

Zipform: Plusi# &

CONTACTS HELP FEEDBACK Cassandra Da\rl‘sr
123 Signa Way W l Documents | A Parties I ﬁ Property n Engereyworchs) '
- T A Listing, R Search Form Name or Description
Modified 17 o

900

Foves Ahikid Select Library ~ Sort -

Sat Oct 28 2016

Add Foder Delete Save 83 Send |nn|u-m° I Info Sh il
Iders Taolela Dokl _— ko Condominium Info Sheet - Exterior - 03/2 I3
| Condominium Info Sheet - Interior - 03/2

Share

Document —
ﬁ Digital Ink Signatures Completed & Sort ~ Organize — x
Cover Sheet

Existing Home Info Sheet - Exterior - 03/

“ Listing Documents

h Sale Documents Existing Home Info Sheet - Interior - 03/2 -

| Moving To Do Check List -03/2008

| AllForms ¥

b . Closing Documents [
New Construction Home Info Sheet - Ext
New Construction Home Info Sheet - Inte

[y Digttal Ink Signatures Completed 2 : a //¥ 4 . ' - '
o " | ©Open House Check List for Day Of - 03/2

B signed 11/10 3:23:05pm |
| Open House Check List For Prior To - 03

Transaction Cov 4 Digital Ink Signatures ) Listing Documents i Landlord - Tenant
Sheat - [ COVES ompleted 6 Jan 2014 relationship | | ©Open House Registration Sheet - (Lands
| Open House Registration Sheet - (Portra
] S [ > [E——— | ©Open House Sign In Sheel - 03/2008

| Open House Sign In Sheet Detailed - 03/... |
Real Estate Terms Glossary - 03/2008

ﬂ hie é Rental Dwelling Info Sheet - Exterior - 03

. h - Rental Dwelling Info Sheet - Interior - 03/

— eS| e = | D — (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 s 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 fo the file by using the Email fo 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 fablet
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 eSign 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 ) :
. . . . . . B Email to transaction
emailed fo 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).

www.ziplogix.com/zipformplus



Help at a Glance: Archiving and Storage Zip['—orm PlUS" ’2)

Manage and archive stored online transactions using zipForm® Plus and zipVauli®. Your TRANSACTIONS page contains

powerful fools to sort files, frack online storage, and quickly find the transaction you need.

ZipForm: Plus @ &)

CONTACTS HELP FEEDBACK

BE © O E B

E B = » =2 E

Loaklp Mongage Vaul Create
Mansger  Caleudstor  Swtstes  Dighalink  Providens

et Sheets

Active Enter Keyword(s) v Sort - == {
Transaction Name Status Seller Buyer Prop Address Modified Created Expires
E 234 Main Street - 234567 Active  Jane Seller 234 Main Street, City ST 17 hours ago 3 weeks ago Wed Jan 1€ 2019 éﬁ
ﬁ 123 Signa Way Active  Adam Seller, Betty Seller Smith invesiments, LLC, 123 W Hillside Avenue, Prescolt ST 17 hours ago Thu Thu Oct 29 2015 @-B W
ﬁ 234 Main Street - 234456 Active  Adam Seller 234 Main Street, City ST 20 hours ago 3 Thu Jan 17 2019 @)
o T Actve Nia N/ No Address 2inousago  21howsago  WedFeb 62019 G?)a

Min &ddrose I hasee ann 4 wsnnke amn Mnn Kiar 30 304E

Browse TRANSACTIONS in Icon View for large pictures, easy identification, and brief details about the file. Switch fo List View fo
see additional fransaction details, including file expiration dates. The Icon 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 to 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 text inside one or more forms, or add a document fo the file, in order to extend the expiration datz.

Files with the zipVault® icon (4) contain documents stored in zipVauli®. Click the zipVault® 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 transactions.

1. Click the property photo to edit transaction details

2. Change the transaction Status to Inactive or Closed

3. Click Save Status Active | v

Active

Inactive and closed transactions will not appear on your main TRANSACTIONS page by Inactive
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
Al files.

Closed
zand |

www.ziplogix.com/zipformplus




Zipform Plus 72

Emails sent from zipForm® Plus include your photograph and email signature, which can be added through your profile, and o

property phofo, which can be added to the file by clicking on the photo on the property folder.

Your Picture and ZipfortBlUsg I
Signture TRANSACTIONS TEMPLATES CONTACTS HELP FEEDBACK BACK TO ZipForm® 6 Cassandra Davis ...
A persono| prome Imoge & Abaut Me ‘f Email Signature .LW””‘-'
and email signature can —_— B s S ) Suppor
be added through the ) vaw Gt Agrainevs il sinin . -
About Me section of the 5 sous sl;n;m;:yr TEeBPRE: DX
zipForm® Plus Profile. s
Enter updates and click W shop Acme Realty |

T—— www.zipLogix.com
Save fo save changes. e

456 Main Street - John Smith - #23456

F_‘ Sent From Cassandra Davis leF orm Plus

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

Good Moming!

Can yvou please review the attached documents before today's | pmmeeting?
Thanks!

Sincerely,

Cassandra Davis
Acme Realty
www.zipLogix.com

Transaction Details

Add Property Image

Name: | 123 groadway Blvd

Transaction Type Property Type A properf\/ imoge can be
B i @ Listing ® Residential © Commercial Odded Whem CreOHﬂg or
1_23 ) B.“d © Purchase © Industrial  © VacantLand modlf\/lng Transaction
ﬂ. Usm:'g' Resuqent:al © Lease © Multiunit il
Modified 4 minutes ago Details.
Status  Active | v

Click the property image
placeholder to open

ﬂ Transaction Details and
add a Photo from your
bz Add Photo computer.

Save Close

www.ziplogix.com/zipformplus



Zipform Plus 2

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

John Smith

and George $mith
and concerning the fol@wg described property:

E Abc abc ABC

= OO~ N Wi

1
}?Addmonal provisions: "~

14
15

Tip 1: Save clauses and use them in text fields
Common paragraphs, sentences or phrases can be saved
and inserted into form fields quickly. Create and save
clauses by using the Clauses button on the Transactions
page, and then insert a clause using the Insert Clause button
within a text field on a form.

To reach the Insert Clause button, click on a form field. Click
the gray pencil button to open the insert clause and change
case buttons.

Tip 2: Enable 15 minute Autosave m

While you are working in your forms,

B e
zipForm® Plus saves your file automatically —]

every time you move to a different form, add g sewgs )

a form, remove a form, email, print, or send

for signatures. However, sometimes it helps =~ ¥ shop

to have just a little more peace of mind. Set
Autosave from the Settings section of your

Cassandra Dav{ﬂ

General Options Language
Use Tempiate Data = Profile
Active Field Color Shop
Active Text Color _ Support
e Logoff
Highlight Color

Profile to save files every fifteen minutes for
Odded SeCUI’Ify Autosave Time Interval for Autosave Transaction (mins. ) S o

Mortgage Calculator Default Interest Rate 35

I
& About Me Form Libraries

Organize Close O rg an |Ze
R Lbraies )

Name Description

o Seftings ZIPDEMO ZipForm Demanstration Library
OPENH Open House Forms

Tip 3: Sort your form libraries

Use the Libraries section of your profile to organize, or
rearrange the order of form libraries to reflect which
library appears by default and the order for libraries in
your form libraries page.

Tip 4: Set zipForm® Plus as your default S Aveutne

At the bottom of your Profile section for =
Settings, you can check a box that will make B oo
zipForm® Plus your default view when you O st
sign in! Save your changes, and this setting
will remain until you change it again.

! Shop

»

Other Applications Options

Enable Top Producer ~
Enable Transaction Point 3
zipForm®
Always log into zipForm® Plus ~
Plus

www.ziplogix.com/zipformplus




