ZipTMS®
User’s Guide

Closing a Transaction

Real
Estate

One-

FAMILY of COMPANIES

REAL ESTATE / MORTGAGE / INSURANCE / TITLE
RELOCATION f RENTAL MGMT



CLOSING
Agent Steps

e After closing, scan closing package with commission check on top to the Closing Docs folder in
the zipTMS transaction and physically turn in the check to your office administrator.

e Click the “Approved” button found on the Summary page of your transaction.

e Select Needs Review and add directions to comment section (i.e. Closing docs uploaded, check
in closing bin, please process)

e If the transaction is in a status of “Not Approved”, click on “Not Approved” to read the
comment from your office administrator that details why the transaction was not approved add
the missing information or documents to the transaction.

e Once the missing information has been added, select “Not Approved” and then select Needs
Review. Add directions to the comment section (i.e. Missing sale docs and closing docs
uploaded, check in closing bin, please process)



After your transaction has closed, scan your closing package with the commission check on top. Turn the

actual check in to your office administrator.

You can scan your package directly to the transaction by entering the transaction email address into the
To field of you scanner’s email options or email it to yourself and then forward on the message with the

scanned documents attached, to the transaction email address.

Scan your closing package using your scanner’s Scan and Send option.

ect a function

Choose to send the package to yourself or enter the transaction’s email address and send it directly to

your transaction.
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Your scanned package email should be in your inbox.
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To forward an email directly to your transaction, you will need your transaction’s email address.

Open your transaction in zipTMS and select the Summary tab then choose Email Docs to Txn.
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Select the transaction’s email address. Right click on the selected address and choose Copy or Copy
email address.

Open link in new window

Open link in incognito window

Copy emajl address

Copy Ctrl+C
Search Google for “48517182-e8d6@docs.ziplogix.com”
Print... Ctrl+P

Login to Evernote

Inspect Ctrl+Shift+]

Open the email that you received from your scanner containing all of the closing documents and choose
Forward.
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Paste your transaction’s email address into the To field and choose Send.
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Go back into your transaction’s Document’s folder and a new folder called Inbox should be added to
your list of folders. Select it to open it.
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All of the documents that were attached to your email should be in your inbox folder as well as a PDF of
the email message itself. Choose Move to Folder to move your documents to the Closing Docs folder.

Lead Bazed Paint
Disclosure (Residenzial) - 5
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Select the folder that you would like to move the documents to, the Closing Docs folder.

Move to folder

Folders

Ery.




Choose Go.

Move to folder

< BACK

Closing Docs

Open your Closing Docs folder and check to make sure that the files all transferred successfully.

£
pF Preview Docs Copy Delete

Fuly Eoecuted Purzhate Ciice Docz

Deoe

Trazh

ALLFORMS ¢

& < ]

Connect Record-

Agdendum - Agdendum -
Amendmentto PA-A-8

SET DUE DATE v~

Adddec Add folder

Documents

(o} L = tH

Move o folder Apply template

Lead Eazed Paint
Disclesure (Residential) - 5

Purchase Agreamant
{Purchaser) - 7 18 02-12-

SET DUE DATE v

b

SET DUE DATE v

® a B

Print Email Save as PDF|

Sellers Disclosure
Staterment Hillcres: 52

SET DUE DATE v




If your scanned closing docs are already on your computer, you can upload them from your computer to
the transaction’s Documents Folder by choosing Add Doc.

Templates Contacts Partners

<y ®  parties 2 -
A summa Y 22 parties L < Add a Form, Placeholder or Document

Move to folder Apply template

Or you can drag and drop them into your Documents folder or directly into your Closing Docs folder
from your computer.
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Submit for Review

Complete a final review of all closing documents to make sure that they have all been successfully
transferred to your Closing Docs folder. When you’ve completed your final review, you're ready to send
your transaction on to be reviewed by your office administrator.

Return to the Summary page of your transaction by selecting Summary.

ITIHIanes LU IO Qi uic>

32_ Parties I—ﬂ Documents Checklist

> Active CLOSE TRANSACTION &> SU

Property Summary ® zipForm Record-Connect™

MLS Number

Street Address 18588 Hillcrest St

Choose Approved.

Contacts Partners

» Active - CLOSE TRANSACTION ¢ ListFlash®

Property Summary ® zipForm Record-Connect™

Add a comment to notify your office administrator what is being submitted - Closing docs uploaded,
check in closing bin, please process. Choose Needs Review and then Apply to submit your transaction
for review.

Select an approval stamp

5674 Lester Dr - Rouch
Last modified: Feb 13, 2019 5:02PM

Maone

Last Comment: None

Listing under contract, please process.

Characters remaining: 461
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If the transaction is in a status of Not Approved, click Not Approved to read the comment from the
office administrator that details why the transaction was not approved. Add the missing documents or
information to the transaction.

Contacts Partners Help

22 rarties [#] Documents Checkist [J) Notes '@ History

> Active CLOSE TRANSACTION /~ $> notapproved RIS RIS G

Property Summary ® zipForm Record-Connect™

Once the missing information or documents have been added, select the Not Approved button again
and then choose Needs Review. Add directions to the comment section - Missing sale docs and closing
docs uploaded, check in closing bin, please process.

h’I
Select an approval stamp

123 New Listing Smith
Last modified: Feb 13, 2015 6:36PM

Mone

Last Comment: None

Missing sale docs and closing decs upleaded, check in closing bin, please process

Characters remaining: 500

Cancel =
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Your office administrator will review your transaction. You’ll receive a notification when the review has

been completed.

If it is determined that your transaction is missing something, you will receive a notification with the
status of Not Approved with comments from your office administrator regarding what remains to be

done to get the transaction approved.

If it is determined that your transaction has all of the required documents, you will receive a notification

that your transaction has been Approved.

zipForm Plu,sg

Reviewer Notification Email

Transaction Review

Transaction Review

Transaction Name: 14925 Livernois Ave
Agent
Reviewed By: Dearborn Admin

New Status:| Not Approved

Comments:
Need signature on the 2nd pg. of Agency Disc. and the 4th pg. of Buyer's Agency
Commercial Property. Seller's Disc. and LBP are not required for this property

Road, Fraser, Ml 48026
opn All Rights Eeverved

ZipLogix™

zipForm Plu_s?

Reviewer Notification Email

Transaction Review

Transaction Review

Transaction Name: 1220 Brooklyn Avenue-Woodard
Agent
Reviewed By. Kari Newman

New Status: | /

Comments:
CRC List

zZipLogix™

If your transaction was not approved, fix the issue and submit the transaction or the individual

document back through for review again.
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