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LISTING UNDER CONTRACT

Agent Steps

e Present and negotiate offers.

e |nthe case of multiple offers, create a folder named the buyer’s name and Buyers’ agent’s name
to contain each offer (both names are necessary for future reference).

e All documents, for accepted and rejected offers, must be retained

e Place fully executed documents for the accepted offer in the Fully Executed Purchase Docs
folder.

e Complete the Cover Sheet — Broker Demand form.

e Submit the file to your office administrator by selecting the Approved button from the
Summary page.

e Add a comment telling your office administrator what is being submitted (i.e. Listing under
contract, please process)

e Manage all contingencies and due dates.

e Coordinate with Title Company, Seller and other Broker to proceed to closing.




Present and negotiate offers.

In the case of multiple offers, create a folder named the buyer’s name and buyers’ agent’s name to
contain each offer (both names are necessary for future reference). You can create these folders inside
of the PA Working Docs folder or you can create them in the main Documents folder and move them to
the PA Working Docs folder by dragging and dropping them or by using the Move to Folder option.

All documents, for accepted and rejected offers, must be retained.

To create a folder inside of your PA Working Docs folder for each of your offers, open your PA Working
Docs folder.

Choose Add Folder.

Templates asks ! Contacts

Enter a name for the folder. Use the buyer’s name and buyers’ agent’s name.
Choose Ok.




If you create your individual offer folders in your Documents folder, move them to the PA Working Docs
folder by dragging and dropping them or by using the Move to Folder option.
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Add all of the documentation for each offer directly into the offer folder by using the Add doc option
within the folder or by emailing the documents to the transaction and then moving them to the
appropriate folder. You can also drag and drop the documents from your computer right into the open
folder.

For the accepted offer, place all of the fully executed documents in the Fully Executed Purchase Docs
folder.

If you received the offer via email, from another agent or from your scanner, you can forward the email
on to your transaction’s email address.

To forward an email directly to your transaction, you will need your transaction’s email address.

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.

Email to Transaction

Open link in new window

Open link in incognito window

Copy ema&address

Copy
Search Google for “48517182-e8d6@docs.ziplogix.com”
Print...

Login to Evernote

Inspect Ctrl+Shift+]

Open the email that you received containing all of the sale documents and choose Forward.
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Purchase Agreement (Purchaser) - 7_18_02-12-2019.pdf (129 KE)

Sellers_Disclosure_Statement_Hillcrest Stpdf (100 KB)
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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 Fully Executed
Purchase Docs folder.

Select the folder that you would like to move the documents to, the Fully Executed Purchase Docs
folder.
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Choose Go.

Move to folder

Fully Executed Purchase Docs
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Open your Fully Executed Purchase Docs folder and check to make sure that the files all transferred

successfully.
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If your documents are on your computer, you can also drag and drop them into your Documents folder
or directly into your Fully Executed Purchase Docs folder directly from your computer.
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Submit for Review

Complete a final review of all documents to make sure that everything is where it needs to be. When

you’ve completed your final documents 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.
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Property Summary ® zipForm Record-Connect™

MLS Number

Street Address 18588 Hillcrest St

Since this transaction was already approved as a new listing, the Submit For Review button now says
Approved. Choose Approved.

Contacts Partners
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Property Summary ® zipForm Record-Connect™

Add a comment to notify your office administrator what is being submitted - Listing under contract,
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 10




Your office administrator will review your transaction. You will 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, fully executed documents, you will
receive a notification that your transaction has been Approved.

zipForm Plu_sg zipForm Plu_s?

Reviewer Notification Email Reviewer Notification Email

Transaction Review Transaction Review

Transaction Review m Transaction Review m

Transaction Name: 14925 Livernols Ave Transaction Name: 1220 Brooklyn Avenue-Woodard

Agent Agent
Reviewed By: Dearborn Admin Reviewed By: Kari Newman

New Status:| Not Approved New Stalus:

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

Mile Road, Fraser, MI 43026 70 15 Muke Road, Fraser, MI 48026

zZipLogix™ Copyright 2019, ipLogin. Al Rights Reserved zipLogix™ G 2019, spLogix. All Rights Reser

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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Manage all contingencies and due dates.

Coordinate with Title Company, Seller and other Broker to proceed to closing.
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