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New Buyer/New Sale
AGENT STEPS: Buyer’s Agent

Start a New Transaction (name as Last Name and then first name of the Buyer until there is a property
address).

Apply Office or Personal Template for Purchase.

Add parties to the transaction in the Parties tab.

= Buyers

» Buyers’ Agent (you)

* Title Company

* Buyer Lender (when available)

= Supervisory Broker

Prepare disclosures upon first contact.

= Cover Sheet — Broker Demand

» Agency Disclosure
= Affiliated Business Arrangement Disclosure
= Wire Fraud Acknowledgement
» TRID Warning info sheet

» Designated Buyer Agency Agreement

Acquire digital signatures or ink signatures.
Obtaining digital signatures.

Select e-Sign with the zipTMS transaction.
Select the forms to be signed.

Set the return folder to “Signed Agency Docs”.

* The placeholders for signed listing documents will automatically be filled when the “Signed Listing
Docs” folder is selected for return.

Select the parties who will sign.

Add a note to signors.

Double check the package and SEND.

Obtaining ink signatures.

Select applicable documents to be signed and print.

Once signed, scan all to your email (or email to transaction).

Upload all docs to the zip transaction into the Signed Agency Docs folder.
Separate signed documents with the splitting tool and fill placeholders.

Advise client to obtain preapproval.

» Send client information to John Adams via the “Title, Mortgage & Inspections” link from the zipForm.
Summary tab.

» Add preapproval letter to file by uploading.

» Add Buyers’ Lender info to Parties Tab.



Show properties and select a desired home.

When ready to make an offer, prepare buyer forms package.

» Update Cover Sheet — Broker Demand.

= Disclosures from the Listing side.

» Purchase Agreement & any addenda.

» Acquire digital signatures or ink signatures as above; placing them in a Working Docs folder.

Present offer to List Agent for negotiation and signatures by printing or emailing.

Obtain fully executed package from Listing Agent.

Place fully executed agreement and all related documentation in the Fully Executed Purchase Docs
folder.

Split documents using the splitting tool and fill placeholders.

Obtain EMD check and Receipt and Agreement form with signatures from Buyer.

EMD may be in the form of Check, Wire Transfer or Electronic Deposit via Deposit Express (instructions
on page 45).

Obtain co-op commission letter, if applicable/necessary, and upload.

Update the transaction name in zipForm to reflect the standard naming “Smith, Mary - 123 Main St”

Submit Receipt and Agreement form and EMD (if a paper check).

*» Paper check and Receipt and Agreement form is placed in the EMD secured lockbox for admin to
process.

* Check with Admin for confirmation of wire or electronic deposits.

Upon verification of documents, submit the file to the office digitally by clicking SUBMIT FOR REVIEW on
the Summary tab in the zipForm transaction.

* Add a comment to tell Admin what is being submitted (i.e. New sale please process).

* Note which form of EMD has been submitted in comments (Check, Wire Transfer or Electronic
Deposit).

Send Purchase Agreement and related docs to lender.
Manage all contingencies and due dates.



New Buyer / New Sale

Log in to zipformplus.com or access the Zipform shortcut from the OurOnePlace.com home page.

https://www.zipformplus.com

zipFornt Plg_s*'-

forit all

;
Welcome to zipForm® Plus
Enter your username and sword to continue
. 2nd Quarter Market Update 2015

transaction tools

Mobile App + Docusign
Photos/Virtual Tours +

Mobile Reporter Buyer Trend Migration
First to Know Showing Desk

Agent Place App - 10S Sneak Preview Listing

Choose Transactions.
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y Dashboard

Delete

My transaction:

Choose New.
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Choose New Purchase or Offer.

Mew Transaction

Select a transaction type to get started

A @ o0 m p

New Listing New Purchase New Lease Mew Lease-Listing Quick Sign
or Offer

o]

Cancel =

Transaction Information

Enter a Name for your new transaction (Use your client’s last name and then first name until you have a
property address, then you can update the transaction name with the property address e.g. Smith John -
123 Main St)

Make sure that the Select Your Location drop down menu is set to your office.
Select a Property Type.
Set Status to Active.

Select your Office or Personal Template for Purchase.

Choose Save.
Transaction Information

Name

Select your location

l 78 - REO - Milan , 1164 Dexter I v

Import Property Information

® zipForm Record-Connect™

Property Type

© Residential Vacant Land [
Ingustrial Farm and Ranch

Multiunit Manufactured Home
Condominium Co-Op Add Image
Commercia Unlisted

Status

Select Template

Personal - Scott Purchase Template ¥

Comments




The transaction is now saved and available in your Transactions list.

If you applied your office Template when you created this transaction all of your blank forms and folders
were automatically added to your Documents folder. If you do not apply a template when creating a
transaction, you will need to manually add the individual forms and folders to your Documents folder.

Add the individual parties to your Transaction by selecting the Parties tab.

zipFornr P_IQ,.-

Dashboard Templates asks Partners

-

> Active = CLOSE TRANSACTION

Select the role from the side bar menu and a blank contact record will display. Enter the contacts
information and choose Save. You can also choose to save this entry permanently as a contact by
selecting the Save as Contact check box before saving.

< Backto List

Selling Agent and Broker and Listing Agent & Broker can be saved permanently in each of your own
personal Templates (Purchase and Listing) to avoid having to enter this information for each
Transaction.

Present disclosures upon first contact to begin representation.



Agency Disclosure

Affiliated Business Arrangement Disclosure
Wire Fraud Acknowledgement

TRID Warning

Designated Buyer Agency Agreement

Acquire digital or ink signatures.

Digital Signatures

From within your transaction select Documents.

Templates Contacts

-

B

* Active

MLS Number

Street Address

Partners

wrson Agt Property Summary ® zipForm Re
jrealtors.com

5

Municipa

Zoning

it Numbs

Then select E-Sign.

zipForm P.Ig_?

Dashboard Templates

B Buyer Agency Disclosures

8 Buyer Packer
i Fully Executed Sale Docs

i Office Docs

: Contacts




Choose New.

- .
zipFormPlus »
Dashboard Templates Tasks Contacts

Click 'New' To Send Documents For Signature. Clig

Sort

Select the documents that you’d like to send to be digitally signed. Then choose Close.

Documents To Sign

Add external document -

DOCUMENT COMPLETION DUE

@ t Agency Disclosure with Affiliated Disclosure for Buyer - 12/17 - [REO 3008]
A4

Cover Sheet - Broker Demand - 5/18 - [BDCS]

Buyer Packet

TRID Addendum to PA - 7/17 - [REO 325]

Closing Docs




You can update the Packet Name if you would like. In the example below, Disclosures has been added to
the name that comes up by default. Select the Choose a return folder link and select the folder that you
would like your signed documents to be placed in when they return from being digitally signed. Then
choose Done.

Return Folder

Select where you want this signature packet to shaw up after it is completed

dain Folder

MAIN FOLDER




Then choose Done again.

Choose Next.

Select the signers and choose Close.

FIRST NAME

MIDDLE NAME

LAST NAME

COMPANY

10



You can change the signing order and add additional signers by choosing Add Signers. When you have
confirmed that all of your signers are included, choose Next.

zipFornt P_Ig:-

Templates Tasks Contacts Partners

B 61 oroEr NAME / ROLE el

Your forms should load into Docusign with all of the signature and initial fields already in place. Review
all of them to make sure that all modifiers have been placed correctly.

John Smith - Signature Packet 2

3P0 S @ ACTIONS = N

o work with the ksting agent, and who, ke the ksting agent, acts solely on behalf of the seller. Seller's agents and their =
subagents will discloso 1o the sellor known information about the buyer, which may bo used 1o the bonefit of the solior

Indrvidual services may be warved by the seller twough execution of a kmited service agreement. Only those services set
forth in paragraph (2)b). (c). and (d) above may be waived by the execution of a Imited service agreement.

F £ Soe vl |
. A buyer's agent, under a buyer's agency agreemant with tha buyer, acts solsly on behall of the buyer. A subagent of the
0 o buyer is one who has agroed 1o work with the buyer’s agent who, like the buyer's agent. acts solely on behalf of the buyer E]
B9 Onte Sigrad Buyer's agents and their subagents wil disclose 1o the buyer known information about the seller which may be used o
x banelit the buyer
& tare - v
— (rtiain ) Buywr 4 - 4 e
- 3000 rev. 7117 Page t1ol2 © Roal Estato One, Inc. 2017 =
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R Ve P 40 LD g o 7 N VT N Sy Ve S e
e
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O
® ra Indevidual services may be waived by the buyer through execution of a lmited service agreement. Only those senices set £ o u

forth in paragraph (2)b), (c), and (d) above may be waived by the execution of a bmited service agreement
A roal estale licensoe can be the agent of both the seller and the buyer in a transaction, but only with the knowledge and

You can add additional options using the modifiers found in the side bar menu on the left. When adding
a modifier, make sure that you first select the correct color coded signer that you are adding the
modifier for from the dropdown menu.

John Smith - Signature Packet 2

< Johes St @ AcTiONS - SEND

» et Bt o work with the listing agent, and who, like the ksting agent, acts solely on behalf of the soller. Seller's agents and their a -
= subagents will dsclose 10 the seller known information about the buyer, which may ba used 1o the benefit of the seller.

) .:-. o Indvidual services may bo waived by the seller through execution of a limited service agreement. Only those services sof
S forth in paragraph (2)(B). (c). and (d) above may be waived by the execution of a imited service agreement. ? -

A buyer's agent, under a buyer's agency agreement with the buyer, acts solely on behalf of the buyer. A subagent of the

buyer is one who has agreed 1o work with the buyer's agent who, ke the buyer's agent. acts sololy on behalf of the buyer 2
Buyers agents and ther subagents will dsciose 10 e buysr known information about the selier which may ba used 10

benelt the buyer
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Then drag and drop the modifier into the correct location on the form. When you place a modifier on a
form, the right sidebar displays the options available to customize the modifier.

¢ dhnSem @ ACTIONS - SEND
Jaret b - i ) B 0N v
Q, WANY R A Y B UNURN R Ry mm, LAURAD |V U e G LY DU Y R SR A =
b . below. i the other party in a bya liconsed with Real Estate One, Inc. or any of the T Tem
Standurd Piakds WMEMWFMMW then the lcensee’s broker and all named supervisory brokers shall be
Pecapuent -
F 7 S Licensee Disclosure (Check One) Jarat S
B s )  Solier's Agent | Pacured Fuid
e Fpad Ord,
) Oste Sigraa x Buyer's Agent (requires a signed Buyer's Agency Agreement)
Dual Agent (applicable only when both buyer and seller have signed Listing and Buyer Agency Add Text -
& Name Agreements with the designated agent(s) named below and have signed a Dual Agency Agreement)
& e None of the Above
A Comon This form 10 the buysr of seler before of any conts
- 2o 000 Crarncter L=t
Licenses Date
T Tea ﬁu: Fermattng -
B treciacs Lcensoo Date Data Lokl -
B omosce Toonp -
® Pese RECEIPT AND ACKNOWLEDGEMENT Valndwtaien -
By signing below, the parties acknowledge that they have and read the ink in this agency disclosure Location -
R Fomi statemnent and acknowledge that this form was provided 1o them before the of any Fick il e
s THIS IS NOT A CONTRACT. Condbomsiloge
i - 5 Date Signed ¢ zi Date Signed
B Nooe Buyer Date Buyer Date =
e Apgsavs bavw A Comtoem F g
Print Name John Smith Print Name Janet Smith -
@ Oecire Dwiate
— — oo

If you’d like to include a message to the recipients that will be sent along with the forms to be signed,
choose Edit Message from the Actions menu.

< Johe S ® aAcmions - MND
AR - ¥ e e
rRLVEW
SAVE AND CLOSE bl |
Standerd Fards
BILCARD
T F Sorenn
0§ e DISCLOSURE REGARDING REAL ESTATE
R b AGENCY RELATIONSHIPS
£t Docurmanty
F ] Before you 1 jon 1o a real estate licensee regarding a real estate transaction, you Ageanced Opsons b |
= Mmmwuwmmmmmw
b A roal estato g the sale or lease of any legal or equitable interest in real ostate ) —————
A Coron mmwofnuwmlummumamﬂ«ummammudahmmmum
unit on either a kot as defined in section 102 of the Land Division Act, 1867 PA 288, MCL 560.102, or a condominium unit
C R as dafined in section 4 of the Condominium Act, 1978 PA 59, MCL 559.104
1. An agent providing services under any senvice provision agreement owes, al a minimum, the following duties 1o the o
Tant chont s
- (a) The exercise of reasonable care and skill in representing the clent and camying out the responsibilibes of the = e
B crecises agency relationship. . o §
B treodonn () The performance of the terms of the senvice provision agreement
: (¢) Loyalty 1o the interest of the client, @ i
@ Race (d) Compliance with the laws, rules, and regulations of this state and any applicable foderal statutes o regulations.
(2) Referral of the client 10 other kcensed professionals for expert advice related 1o material matiers that are not within the
axportise of the kcensed agent.
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If you'd like to send a custom message to each recipient, check the check box. An individual message
box for each recipient will display. Enter an Email Subject and add an Email Message for each recipient
and choose Done.

SELECT FURMY SELECT FARTIES AU STOTAT URES

Message to All Recipients

:' Custom email and language for each recipient
mail Sul o

John Smith

Characters remaining: 90

Email Message

Characters remaning: 10000

When you’ve finished reviewing all of the documents and you’ve added your custom messages, choose
Send.

Smith - Signatur

€ JonSes @ A - ND >
Jarat St . e 8o Witk - b

Starcdard f i
L

B e DISCLOSURE REGARDING REAL ESTATE

£ un St AGENCY RELATIONSHIPS

L Neme Before you disclose confidential information to a real estate licensee regarding a real estate transaction, you “ [ |

should understand what type of agency relationship you have with that licensee.
S e awmm--mmmmumuwmammnmm B e
Campin consisting of not less than 1 of Not more than 4 dwolling units or @ bullding sifo lor @ residential =

unit on either @ lot as defined in section 102 of the Land Division Act, 1967 PA 288, I-OCI.&NH(Q OF @ CONGOminium unt

You will receive an email message letting you know when each of your signers have completed the
Docusign signing process and a copy of all of the signed completed forms will automatically be placed
into your zipTMS transaction, directly into the folder that you selected as your return folder.

13



Placeholders

Document placeholders were added to your Signed Agency Docs folder with the rest of the forms and

folders that loaded up with your office template. Digitally signed documents with a set return folder are
automatically placed into the correct placeholder within that folder. Manually uploaded forms have to

be moved into the correct placeholders manually.

Once your manually uploaded signed, split and correctly named forms have been moved into your
Signed Listing Docs folder, you will also need to drag and drop them onto their corresponding
placeholder to successfully place your documents and to satisfy the required placeholder.

Tagreed List

ing Docs

14



Obtain Ink Signatures

From the Documents folder of your transaction, choose Print.

zipFormr P_Ig_s,?

Select each of the documents that you would like to print.

Select Forms To Print Then Click Next

- Buyer Age r

ol =

g e

-4 W W W

15



Choose Next.

Select Forms To Print Then Click Next woxt 3

I

T FFEFEEFREDR

Choose Print. If you’d like to include Form Sticky Notes on your printed forms, check the check box
before choosing Print.

Select Print Options Below

B0 3008 Agency Disciomne with AMiated Drckoure for Buyer - 1217

2O 323 TRO Addendum 1o PA . 117 -

Once you have ink signatures on all of your printed documents, scan all of the signed documents to your
email address or scan them and send them directly to your transaction using the Transaction Email
Address. To access the Transaction Email address, select Email Docs to Txn from the Summary page of
the transaction.

Maureen Peterson Agt Property Summary 9 X Cance n
- mpetersonDgrealton. com D p

Purchate Residential

5

47585955

Modfied 57 mins. agoe

2 ¢




You can scan your signed documents and send them directly to the Transaction Email Address or scan
them to your email address and then forward your email on to the Transaction Email Address.

Email to Transaction

Send documents, messages and more directly to this transaction by including the

You can also choose Add doc from your transaction’s Documents folder and upload your signed
documents from your computer or from a cloud storage folder.

zipFornt P}g§_?

Dashboard Templates Contacts

{ - -
g » % 2% i ] [+ = H o) B3
E-Sign Share Approval MLS-Connect Record- Agdd folder Move to foider Apply template Print Email E
Connect™
i FOLDERS
- : r Sort
@ Buyer Agency Disclosures - |
@ Buyer Packet
£ on e y El
@8 Fully Executed Sale Docs
@ Office Docs -
-
I Closing Docs ﬁ
i Trash

Add a Form, Placeholder or Document
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Once you have all of your signed and scanned documents loaded up to your transaction’s Documents
folder, you can move them to your Signed Agency Docs folder. You can drag and drop the documents
onto the Signed Agency Docs folder. Manually uploaded forms need to also be dragged and dropped
onto their corresponding place holders within the Signed Agency Docs folder. See the Placeholders
section above.

- Move to folder ;pn! E.:;-e_’.uu with AMiuted Dac

Sgrea dgeney Dot

You can also move documents by selecting the More Actions link on each document and choosing Move
to Folder from the Menu Options.

2 B C L+ = H e &
MLS-Connect Record- Add doc Add folder Move to folder Apply template Print Ema
Connect™

Document Detail Menu Options
Name: Agency Disclosure with Affiliated
h Disclosure for Buyer - 12/17_01-14- G open
2019 @ Edit Details
Modified: 8 mins. ago W Remove
Version: 1 € Pprint
Updated: & mins. ago Download
Description: @ View Versions
yer Agency Disclosures Select Version

Upload Version

Sign

Email

Add Description

18



Select the folder that you’d like to move the document to.

Move to folder

Then choose Move.

Move to folder

Splitting a multi-page PDF
If you scanned all of your documents into one single PDF file, you can split it back into individual PDF
files by selecting the More Actions link on the document and choosing Split from the Menu Options.

= = = Document Detail Menu Options
2} E: ] G B - 88] 2 & ;
P A A " Name: Agency Disclosure with Affiliated
MLS-Connect Record- AZ3 doc Agd foider Move to foider Apply template Print Ema £ e e e [\ Open
Connect™ Disclosure for Buyer - 12/17_01-14- . =
' 2019 @ Edit Detalls
Modified: 1 hour ago W Remove
rs P Sort - version: 1 B print

Updated: 1 hour ago < Download
Description: View 5
. -~ & Select J
1 h & upload Version
= [ & sign
@ A é Email

® share Document

@ @ P W Move to folder
Agency Disciosure wit Agency Distiosure with Buyer Agency Disciosures

Affiliated Disclosure for Affila Disclosure for

SET DUE DATE v SET DUE DATE ~




Select the pages that you’d like to split into a new PDF. You can also rotate pages by selecting the rotate
icon on each page. Select the Choose Standard Name drop down menu to be sure that you are naming
your split forms correctly or they will not match up with the document placeholders. Choose Save.

PDF Splitting

Document Name

Agency Disclosure with Affiliated Disclosure

Page Range

Page Range

Advise Client to obtain mortgage pre-approval.
Add Pre- approval letter to the transaction.

You can add the pre-approval letter to your transaction by scanning it and emailing it directly to the
transaction or by uploading it to the transaction’s documents folder.

To upload it to the documents folder, choose Add doc.

zipFornt P_Ig‘?-

Dashboard Templates Contacts Partners

< Backto List

E-Sign Share Approval MLS-Connect Record- Add doc Aid folder Move to foider Apply template Print Ema b
Connect™
i FOLDERS { ’
g . B Fitters T Sort
® Buyer Agency Disclosures
8 Buyer Packet
b °

@ Fully Executed Sale Docs

& Office Docs —— 20
d -4 W 3|

& Trash




Choose Browse for Document or choose a cloud source.

Add a Form, Placeholder or Document

Select the file and then choose Open.

- o e s =

| ), » Ziptorm TMS Stuff ¢ Zip TMS Manuals »

Organize ~ New folder

¢ Favorites

- ~ ~
~ %
I Desktop i s
Js Downloads 1 i wle
4 Recent Places '
& iCloud Photos

s Completed Screen captures 1-15-2019
4. OneDrive - Real £ Captures £-35-19 AM

- Libraries
% Documents
4. Music

&, Pictures

B videos

W Computer
& 1281948 (C9)
» HITACHI (E)

File name: JSmith Pre-Approval



Once the pre-approval letter is loaded up to the documents folder, you can move it to a specific folder
by dragging and dropping it or by choosing the Move to folder option from the More Actions Menu

Options.

Office Docs

Buyer Packet

Fully Executed Sale Docs

.&. re Actions i

y

Agency Disclosure with
Affiliated Disclosure for

ISmizh Pre-Approva

Name:
Version:

Updated:

Description:

)

Add Buyer Lender information to the transaction Parties.

Select Parties.
. ®
zipFormPlus »

Dashboard Templates

Contacts

Document Detail

Partners

Menu Options

J5mith Pre-Approval

Help

l John Smith

Buy Side

1 janet Smith

Se

Side Service Providers

1 Scott Galfan
Laneg beoas
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Enter the Lender information and choose Save. You can also choose to save this entry permanently as a
contact in ZipTMS by selecting the Save as Contact check box before saving.

Transaction Party

2

in 2ipCRM™

Save As contact

{b Save As ZipCRM™

Role yer Lending Compan Street Address
Officer Name Bob Mortgagesyy City

Emai bmongageguy@gmeil.co State
Company Name

Cell phone

Phone

Business Fax

Mortgage Type

Show properties.
Buyer selects a home.
Prepare Buyer forms package.

Select Documents to open your Documents folder.

Templates asks C cts Partners

-

» Active

23



If you used a template when you created your transaction, your purchase forms should all be in your
Buyer Packet folder. If you created your transaction manually, create a new folder by choosing Add
Folder and name it Buyer Packet and drag and drop all of your sales forms into the folder.

zipForm P]y;_?o

oard Tasks o Partners

MLS-Connect

Create New Folder

Buyer Packet

If you did not automatically load all of your forms to the transaction using a template when you created

the transaction, you can manually add them at any time.

To manually add forms to your transaction, go to your Documents folder and choose All Forms.

h 0w n & &« @8 a4 b w

piger  Movetofoider  Applytemplase  Print  Ema SevessPOF  PrevewDous  Copy  Deee

« Wl s W W W

cae Buyer Agency Dacosures

Buyer Pacuer Futy Eaecuted Sake Docs Officr Docs
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First select the form library that you would like to access.

Click here to view more Mbrarkes

The Charles Reinhart Company @
o

[CRC] - The Charles Reinhart Company
[HMSRED) - HMS Real Estate One

[MBR] - Max Broock REALTORS®

[MMLS] - MiRealSource Multiple Listing Servi..
[MMLSm] - MiRealSource Multiple Listing Se..
[RC) - RealComp

[REQAA] - Real Estate One - Ann Arbor (B/98)

ne, Inc. - Traverse City

[REORC] - Real Estate One - Realcomp/MiRe...
[REQTC) :e;:m,{j)

Kagerdum 1 - IT8

Choose the forms that you would like to add to your transaction from the list of forms in your chosen
library. A single click will add the form to your transaction.

FORM LIBRARIES

Real Estate One -
Realcomp/MiRealSource -

Addendum - Addendum - Amendmen._.

- Adcardon - Asnard
Addendum - Condamanium Addendu.

Addendurn - FHA Addendum - 1117

Each of the forms in the form library also allow you to access a More Actions menu that gives you the
option to Print a Sample of the form, Print a Blank form and Preview the form.

GAgEnt on Sale Adde.

Addendum - FHA Addendum - 117




Once you have all of the forms that you need in your Documents folder, you are ready to enter the sale

information. All of the forms in a transaction auto populate the information that you enter into like
fields. So if you fill out the property address on the Purchase Agreement, the property address will be
automatically filled in on all of the other forms within that transaction. The same holds true for the
Summary section of your transaction and the Cover Sheet Broker Demand form. If you fill in the basic

transaction information on the Cover Sheet, it will auto fill all of the other forms in your transaction and
it also serves as a transaction reference sheet for you and can be sent to Capital Title because it contains
all of the information that they need also. The Cover Sheet is similar to the information that was found

on the cover of our old deal folders.

Open the Cover Sheet Broker Demand form and fill in the details of the sale.

zipForn P_Ig?-

Dashboard Templates

Contacts Partners

Buyer Agency Disciosures

Enter all of your Sale information into the form.

Select a form field with your mouse to enter information into the field. You can also use the Tab key on

your keyboard to tab through the form fields.

B ©

COVER SHEET - BROKER DEMAND

Reinhart
_PROPERTY INFERMATION | MLss
Street asoredh] 18588 Hillcrest St o Uit Property ID
L
Cry Civonta Sy — opTooe. 48152 County

Legal Description

Property Type: [[JRes []Conso [CJComm [Tmumi [TJvec

SELLERALANDLORD INFORMATION

Seler #1 Name

Street Address

c St Zip
City St Zip

Seler 82 Name

Stree! Agdress

3

Cell Home

o O
Y

el Home:

26



There’s a row of icons that displays across the top of all open forms providing you easy access to
commonly used tools. There’s a brief description of what each icon does below.

> 2% : : ] . -

o - 9 e g e e / N

e-Sign MLS-Connect Record- Save Fuliscreen Print » Ema Save as PDF Fastfi N/AF
Connect™

e-Sign — allows you to send the currently open form out through Docusign for digital signatures.

MLS-Connect — allows you to import basic information from the listing in your MLS to auto populate the
forms in your transaction. Using this function requires you to log into your MLS.

Record-Connect — is similar to MLS connect but it access a national public records data base for listing
information. It is available as an extra for an additional fee and is usually only used when MLS connect is
not available with your MLS.

Save — selecting this option instantly saves all changes. By default the zipForm system auto-saves every
15 minutes. This default can be changed in Profile & Settings under the Settings tab.

Fullscreen — selecting this function enlarges your form to fit the entire window. The icon switches to
Normal and selecting it will return your form to the normal sized view.

Print — the Print drop down menu provides you with the ability to Print the currently open form, Print
multiple forms, Print a Blank form and Print a Sample form.

Email — selecting this option allows you to email or fax the currently open form.

Save as PDF — allows you to save the currently open form as a PDF within the transaction or to your
device.

Fastfill — selecting this option temporarily removes all of the text / clauses from a form and only displays
the form fields making it easier for you to fill in all of the form fields without the distraction of the rest of
the form. The Fastfill icon changes to a viewer icon. Select the viewer icon to return the form to its

normal view.

Viewer

E

N/A Fill — allows you to fill in all empty fields of a form with any text that you enter, by default it is set to
N/A. So you could have N/A entered into all of the empty fields on a form. You can also use this same
tool to remove text from a form. You enter the text that you would like removed from a form and it will
automatically find and remove the text that you enter from anywhere that it occurs on that form.

Continued on next page...
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Ky Notes Preview Spelling Intellicopy Highlight Strikeout Undo Redo Photo

R T ] 4 5 0 C . ) &

Lookup Field Manager Clause Manager

(]
1

Sticky Notes — you can add a sticky note anywhere on a form. Select the Sticky Notes icon and a small
sidebar menu will display. Select New Note to add a new note. The note can appear as a full note, a
minimized bar or just a small square icon by selecting each of the three blue squares in the top right
corner of the note. —

You can also choose to have a sticky note included in a form that is emailed to a client from zipTMS.

o
o

%.}Irclude Form Sticky Notes = e

Sticky notes added in zipTMS are not included on forms that are sent to be digitally signed through
Docusign but you can add notes directly to a form in Docusign instead and they will be included on the
forms in a Docusign signing package.

John Smith - Cover Sheet - Broker Demand - 5/18
0—0

Standard Fields

8 e © o
. COVER SH
& Reinheat

(9 Date Signed

PROPERTY INFORMATION
Street Address: 18588 Hillcrest St

Name

ma:

— City: Livonia State MI
A Compan
& Tee Livonia
Legal Description
. Tea SELLER/LANDLORD INFORMATION
C Seller #1 Name:

Street Address: 18588 Hillcrest St

City: St Zip:
R Formita Cell: Home:
Attachme Work 28
_ Email Address
& Aoprove

Current Marital Status:

®
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Preview — gives you a preview of how the completed form will look with all of the information that you
have entered into the form fields. You can also Email, Print, Download or Submit the form for review
from the preview.

Spelling — selecting this icon initiates a spell check on all of the information that you have entered into
the form fields of the form. It does not spell check the permanent text on a form. If you discover a
spelling or grammatical error in any of the permanent text on any of our forms, please notify the Real
Estate One |.T. Department.

Intellicopy -

Highlight — you can highlight sections of text on a form. Click and hold your left mouse button down and
drag your cursor across the text that you’d like to highlight, then select the highlight icon. To remove the
highlight, double click on the highlighted text.

Strikeout — you are not able to delete or edit the permanent text on a form but you can strikeout
sections of it. The Strikeout option works similar to Highlight. First drag and select the section of text
that you would like to strikeout and then select the Strikeout icon. To remove the strikeout, double click
the text that has been stricken out.

re and any other property disclosure statement is (a) based upon Seller's knowledge and is not a

oola- (bl pot o subetisiis far

Saling—Brokers—and-t

=
as Dlasabass y-wish-to-obiain—(s-provided-solely-—by—Sellei-snd-is-not-a—repracontal made by Listing and Selling

Undo —reverses the last change that you made.
Redo — re-applies the last change that was undone.
Photos — allows you to attach or detach a photo

Lookup Field Manager — zipTMS saves past information that you have entered into form fields and
makes it available to you in the form field drop down menus so you can easily choose information that
you have entered before instead of entering it manually again. This helps when filling in information that
is common across many transactions like broker information. These fields can get quite full after a while.
You can use the Lookup Field Manager to clear these dropdown menus out when they get too full.

Clause Manager — the Clause Manager allows you to access a library of basic clauses to be used in
creating addendums. There is a library of clauses available to everyone and you are also able to save
your own clauses.
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Once the cover sheet is filled in go back to your documents and open your Buyer Packet. Check to make
sure that all of the information has been entered into of the correct locations on all of the forms. Fill in
the remaining form fields that are form specific and were not auto filled with the information that you
entered on the Cover Sheet Broker Demand form.

Add the disclosures from the listing side.

To add the disclosures, go to your Documents Folder. Then open your Buyer Packet.

* Active

Choose Add doc.

Contacts Partners Help

ncy Disclosures

ket

uted Sale Docs
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Choose Browse for Document if the disclosures are on your computer or choose a cloud source if they
are stored in your cloud storage. You can also email the disclosures right to your transaction using your

transaction’s email address and then drag and drop them into your Buyer Packet folder.

Add a Form, Placeholder or Document

Select the disclosures and choose Open.

« Favorites
I Desitop
s Downlcads

- Libearies
% Documents
4 Music
5 Puctures
B videos

N Computer
& 1281548 (C)
& HITACHI (E)

o

COrganize = New folder

<p Recent Places
& iCloud Photos
& OneDrive - Real E

- -

Shason222 3535 team

E E PDF E
Training Linis Uniramed Links Veronica Social Work Log
List Media Schedule
} - ) e
= nnr LTy =

File name: “Lead Paint_Disclosure_Statement_Hillcrest $1° "Sellers_Disclosure_Statement t ~ | Custom Elles =
=

You should now see your disclosures in your Buyer Packet and if all of your forms are complete, you are
ready to send them to your buyers for signatures.

] 2 B
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To send the forms to be digitally signed using Docusign, choose E-Sign.

zipFornt P.Ig?

Dashboard

Office Docs

-
-
8 Fully Executed Sale Docs
-
-

Templates : Contacts

| ¥

I

Choose New.

zipFornr P_l_gs.-

Dashboard

Use Template

Templates Contacts

Click 'New' To Send Documents For Signature. Cli

Select the documents that you would like to send to be digitally signed and choose Close.

Documents To Sign

DOCUMENT

Agency Disclosure with A d Disclosure for Buyer - 12/17 - [REO 3008]

S

Cover Sheet - Broker Demand - 5/18 - [BDCS)

0.

TRID Addendum to PA - 7/17 - [REQ 325]

rvgus

B Addendum - Addendum - Amendment to PA - A - 8/18 - [REO 2004]
COMPLETION DUE
- FHA Addendum -

Addendum

1717 - [RED 250)

R

Contingent on Closing of Buyers Home - 8/18 - [REO 415]

=N

Addendum - Condominium Addendum - 8/18 - [REQ 220]

p |

" Insurance One Referral Form - 8/18 - [REQ 439]
—ﬂ
3 HMS Real Estate One Warranty Brochure 5/1/2018 - [WARRED]

Notice of Dissatisfaction with Home Insp.

|

Notice of Dissatisfaction with Home Insp. - Cancel PA - 818 - [RED 437)

A

n Sellers Disclosure Statement Hillcrest S5t

A

] Lead Paint Disclosure Statement Hillcrest 5t

A

Modify Terms - 8/18 - [REQ 438]




Choose the folder that you would like the forms to be placed in, when they return from being signed, by
selecting the Choose a return folder link. Select the Working Docs folder, then choose Done.

DocuSign®

T s
what is this?

C

L

Choose Next.

MAIN FOLDER

Choose the Parties that you would like to include in this digital signing and then choose Close.

0 bebebe

7 - ] e o

LAST NAME ROLE Eman COMPANY
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Choose Next again.

Partners

MAME / ROLE

g Janet Smith
g John Smith

EMAIL

janetsmith@yahoo.com

smith22@gmail.com

All of the forms that you selected load up into Docusign. All of your zipTMS forms will already have all of
the signature and initial fields placed. Do a quick check to make sure everything is in the right spot.

The two disclosures that you loaded up as PDF’s will not have the signature and initial fields in place and
you will have to add them in manually because the documents were loaded up as PDF’s. You can scroll
down on the main scroll bar to see all of your forms.

LEAD-BASED PAINT
DISCLOSURE

TpLog V07O Fifoen Wke Road, Fraser., Mohigen 45006 s oL 0gin 00

John Smith

REALTOR® seecarouty

m [T

ion provided in this statement is required to be provided by all sellers of residential
ed by the Residential Lead-Based Hazard Reduction Act of 1992 (42 U.S.C. 4852d).

SHORTCUTS FEEDBACK

You can also select the page you would like to view from the side bar.

selecting it and then select the page.

Expand the form on the sidebar by

for. Mchigan 48028 waw Sk ogn com John Smith

QINT ﬂh@

by
fr=eeed

nl is required lo be provided by all sellers of residential
Based Hazard Reduction Act of 1892 (42 U.S.C. 4852d).

Lead Based Paint {bv

SHORTCUTS  FEEDBACK

© Real Estate One, Inc. 2018

br. Michigan 48008 et Z0LOGI.COM John Smith

EINT m @

PEALTOR® srvcumaty
nl is required to be provided by all sellers of residential
Based Hazard Reduction Act of 1992 (42 U.S.C, 4852d),

3 o

Lead Based Pant ~

SHORTCUTS  FEEDBACK
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Remember that you first need to select the signer from the dropdown menu (located at the top left side
of the window) that you would like to add the signatures and initial fields for. Each signer’s name is color
coded and all of the modifiers that you add to a form for that signer will be displayed in that same color.
That makes it easy for you to check to make sure that you have added each modifier for the right signer.

4 John Smith

Janet Smith v

1Y Janet Smith PURCHASER'S ACKNO
John Smith 4 R

(Purchaser must initial)
Edit Recipients % 5. H

(Purchaser must inftial)
DS Initial 6 I
(Purchaser mustiniial) (]

m Date Signed

With the correct signer selected in the dropdown menu, drag and drop all of the initial and signature
fields on to the forms in all of the places that they need to be for that signer. Then switch signers and do
the same for the second signer. You only have to manually place fields on forms that were sent through
to Docusign as PDFs. All of the other forms should already have them in place when they open in
Docusign.

anat Ser 29
PURCHASER'S ACKNOWLEDGE
Standard Fields coples of all information listed above and the attac]
[ Signature phiet Protect Your Family From Lead ir|
DS inra rchaser has (Check the appropriate by
(4 Date Signe O Received a 10-day opportunity mutually agreed upon period) to cof
iy inspection for the presence of lead- paint and/or lead-based paint hazay
[0 Waived the opportunity to conduct a assessment or inspection for the
2 Name and/or lead-based paint hazards.
= Eme REALTOR® ACKNOWLEDGEMENT
- L S Agent has informed Seller of Selle ation under 42 U.S.C. 4852]
A Ceomea [ responsibility to ensure compliance.
o, T CERTIFICATION OF ACCURACY =
The following parties have reviewed the information and ' west of their knowledge, that thi
signalory is true and accurate. ——
T Te
B Checio (SELLER) (DATE)  (PURCHASER)John Smith
[ Oropdow [SELLER) (DATE)  [PURCHASER) Janet smith |
® R
{AGENT) Scott Gaffan (DATE)  (AGENT) scott Gatfan
_ 515 Rev. 5/16 Page1of2
fx Formula T8+ REO - Milan, 1168 Dexter Milan M1 48160
Phone: (245) 208- 2900 Fax: (248) 2630095 Muauroen Peterson Agt
Artachment Procosd s rof ormil by Dologes 18070 F e Mes Foad Fraser, Mchger 45000 w6000 £0rT]
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When all of your documents are checked and ready to be sent out, you can drop down the Actions
menu and choose to Preview, Save and Close (saves as a draft in Docusign) or Discard (deletes the
Docusign envelope).

m

®

PREVIEW
SAVE AND CLOSE

DISCARD

Edit Message

dit Documents

Advanced Options

ACTIONS «

W

SEND (@ ACTIONS v SEND
PREVIEW
SAVE AND CLOSE g
‘a’ - DISCARD {b me.. A
~
rm B)
1 o* i
FAX
1 Seller (1 Purchaser [[1 Seller and Purchaser

You can also choose Edit Message to send a single message to both Signers or a separate message to
each individual Signer.

EPHONE

NE, INC.®
IENT (Form B)

®

ACTIONS » SEND

PREVIEW

SAVE AND CLOSE

DISCARD

FAX

for the [_] Seller [_] Purchaser [] Seller and Purchaser
idge that this _ is or ___ is not an in-house transaction in
salespeople or [_] same salespeople.
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When you have everything checked and ready to go, choose Send.

® AcTioNs Q{ED/

Documents &

Purchase Agreeme... A

L

D i

C.®

'm B)

| |

FAX

Seller [] Purchaser [] Seller and Purchaser
is ____isor ____is not an in-house transaction in
rle or [_] same salespeople.

You will be emailed a copy of each of the digitally signed documents that you sent to your buyers via
DocusSign. A copy of all of the signed documents will also be placed in the zipTMS folder that you
selected as your Return Folder, your Working Docs folder.

If you acquired ink signatures on any of the documents, you will need to scan the signed documents and
either email them directly to your transaction or save them to your computer and upload them to your
transaction’s Documents Folder and add them to your Working docs folder.

Property Summary % o t rd

PESES Milcrest St

- = e |lor

“ Summary j& Parties

Email to Transaction {b

Send documents, messages and more directly to this transaction by incl I.CII'I%T’\‘_'
transaction email addgess Ty oUr email COMTTISG

Transaction Emgil: 475856553-5ba8®docs ziplogix.com

ks

Compose Email |

Save As Contact
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Present offer to listing agent for negotiation and signatures.

You can email your offer to the listing agent directly from zipTMS.
Choose Documents to open your Documents folder.

Templates sks Contacts Partners

# ListFlash®

Property Summary ® zipForm Record-Connect™

MLS Number IMLs Municipality Type

Choose Email.

Checklist D Notes 'J) History

3 [+ ] = (H =, £ 8 |

Hoc Add folder Move o folder Apply template Print Email Save as PDF

Sort

Choose your Working Docs folder.

Templates asks : Contacts Partners

Select Documents And/Or Forms To Send Then Click Ne|

: r Sort
— | | | ——
b
—
Buyer Paciet Working Docs Fully Executed Purchaze
Oocs
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Select each of the documents that you would like to include with the offer and choose Next.

Contacts

PurCrate ApreaTant
Amansment 1o Bl 4. Burthates] - 118 0212

Cs0esre (Fasdentyl) .

COMPANY EMAILFAX

Seller Lending
Company

John Adams Morigege

Enter an email Subject, add a personal Message, check to make sure you attached all of the correct

Documents, select the Separate PDF files option and choose Send.

Complete The Form Below

snoas Oime

©
©

| Purchase Documents for John and janet Seneh - 15388 Milicrent

Fort- Formating - Fordsze- A B I U & & & & B B BE & # % T @

Maureen Peterson

Wea TM-2Y6835T

555 Brarwood Ceche | Ann Avbor. M1 451

Record BombBiomt™ Ve @ Copy me irciude Form Soaiy Notes
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You can also download a copy of each of the signed documents to your computer and email them to the

Listing Agent using your own email account.

Open your Working Docs folder and open the More Actions menu for each document and choose

Download from the Menu Options.

%3 ? [ (L] =
ALS-Connect Record- Add dec Add folder Move 1o folder
Connect™
|<H— -:.T" Sort

Sellers Disclosure
Szaternen: Hillcres: 53

Lead Based Pain:
Dizclogure (Residential) -

SET DUE DATE v SET DUE DATE v

Agdendum - Addendum -
Amendmentto PA-A-

SET DUE DATE v

(H e &
Apply template Drimt Email
A

Save as POF

Purchase Agreement

{Purchaser) - 7718 02-12.

SET DUE DATE v

E

Document Detail

Name: Sellers_Disclosure_Statement_Hillcrest

St
Modified: 3 weeks ago
Version: 1
Updated: 3 weeks ago

Description:

Menu Options

s Open
[# Edit Dezails

Remove

& Download

@ Viey sions

£ Upload Version
& Sign
& Email

8" Share Document
W Move to folder
X Split & Rotate

® Add Description
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Obtain fully executed package from Listing Agent.

Place fully executed agreements and all related documentation (including signed agency documents) in

the Fully Executed Purchase Docs folder.

You can do this by emailing the documents to your transaction or by uploading them to the transaction
if they are on your computer or stored in your cloud storage. You can move documents that are already
in your transaction’s documents folder by dragging and dropping them or by choosing Move to folder

from the document’s More Actions menu.

BA__ &B._. B

Buyer Packer

Fully Executed Sale Docs Office Docs

%ue Actions |

~—

Document Detail Menu Options

Name: J5mith Pre-Approval

C: open
& e
B "

Modified:
Version
Updated:

Description:

Once you have moved all of your completed documents to your Fully Executed Purchase Docs folder,
you will also need to drag and drop them onto their corresponding document placeholders to
successfully place your documents and satisfy the required placeholder.

Move to folder Exclusive Right .?15« o Lease Contra.
|

aive gt 19 Sl o
& i
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Earnest Money Deposit

Obtain Earnest Money Deposit check. If you are using electronic deposit to submit your Earnest Money
Deposit, see the Electronic Deposit using Deposit Express section below. Complete the Earnest Money
Deposit Receipt and Agreement form in zipTMS. This form should already be in your transaction’s
documents folder if you created the transaction using your office template. If it is not, simply add it by
selecting the All Forms button and choosing the Earnest Money Deposit form (form 419).

RECEIPT AND AGREEMENT Onginal Depost
REAL ESTATE ONE, INC. Additonal Depost
Earnest Money Deposit Transfer Depost

Es
[Measencentes crec [Mote

John _Smith, Janet Smith
llorest st Livenia 152

WEMT  wmeEw

P r— Rasl Fetate Coa

Obtain buyer’s signatures by sending the form digitally through Docusign or by printing and obtaining
ink signatures. Place the paper check and the Earnest Money Deposit Receipt and Agreement form in
the Earnest Money Secured Lock Box for your office to process.

Update Transaction Name
Update the transaction name in zipTMS to reflect the standard naming convention eg. Smith - 123 Main
St. To update the transaction name, select Transactions.

zipFornt P!g_?

Dashboard Templates Tasks i+ Contacts

John Smith Smith - 123 Main Street
Maureen Peterson Agt Maureen Peterson Agt
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Open the More Actions menu of your transaction.

zipFormr P]y_?

Dashboard Templates ¢ Contacts

& +] - c3 ] ©
New Impart Export Delete Approv. Set Stat
Filters VP Sort My transactions B
John Smith Smith - 123 Main Street
Maureen Peterson Agt -MDI'E Actions I Peferson Agt
2 >

Choose Transaction Details from the Actions Menu.

Transaction Details Actions

Address 18588 Hillcrest St. Livonia M

Type Purchase, Residentia

Agent Maureen Peterson Agt

Buyer John Smith, Janet Smith

Seller

Created 4 weeks ago

odatnd i hour ago %) Import from archive

Retention Date
Status
Transaction ID

Comments

FriJan 03 2031
Active

47585955

® Export to archive
A Lock

40 Show form versions

- Send to Other System«

=1 i
&J Transaction fax cover
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Append the transaction name in zipTMS to reflect the standard naming convention (your client’s last
name and then first name and the property address e.g. Smith John - 123 Main St)

You can update the transaction name in the Transactions Details Dialogue Box that can be accessed
from the More Actions Menu from your main Transactions Page or from the Summary Page of your
transaction.

Transaction Details Actions

Maureen Pezersan Ag:

John Smith, Janes Smith

[Or - Rouch Bob Johnson 123 New Listing Smith
100 AgY Maureen Peterson Agt Maureen Peterson Agt

Thu Jan 03 2019
2 weths ago

Fri Jan 03 2031

Comments

John Smith Garcia - 12X Main 5t
pon ‘5! Maureen Peterson 4;1 Maureen Peteguon =b".

3

Actions

¥ Contacts Transaction Details

en Peterson Agt Property summary ® zipForm Recor
mpetersonBjirealiorcom

MLS Number

idential
47585955 Street Address 18588 Millcrest St
2 weeks age Uit Mumber
Cry Livonis
Seace Mi
i Semith
Buyer Lender Zip 48152

Transaction Information

Transaction Type Property Type

Listing o Residential Vacant Land
o Purchase Industrial Farm and Ranch |
Lease Mukiunit Manufactured Home l
Lease-Listing Condominium Co-Op Add Image
Commercial Unlisted

Status

» Active

Comments
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Electronic Deposit using Deposit Express

To set your buyer up with access to submit their Earnest Money Deposit electronically using Deposit
Express, open your transaction and go to the Summary page. The Summary page is the first page that
displays when you open a saved transaction.

TTHIIGLES A LD S

CLOSE TRANSACTION

2 SU

Property Summary ® zipForm Record-Connect™

MLS Number

Street Address 18588 Hillcrest St

Select Insurance, Finance & Property Disclosures.

br ziplogix

Choose Send to.

|
Insurance, Finance, & Property Disclosures
Easily send transaction information to any service below with one click

DEPOSIT EXFRESS

=T
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Fill in the Deposit Express Form, verify its accuracy and choose Send.

DEPOSIT EXPRESs Deposit Express

t Express instruction

The information below will be sent to selected buyer via email. Please verify its
accuracy and press "Send” to proceed.

Property Address
Street Address 1 | 18588 Hillcrest St *
Street Address 2

City | Livonia

State | M -
ZipCode | 48152 f
Buyer
Selected Buyer | Buyer One
Full Name | John Smith e
Email | jsmith22@gmail.com P
Payment
Paymentamount | 0 -
Comment

For a detailed breakdown of what the buyer receives when you send them a Deposit Express form, see
the additional Deposit Express PDF manual.

When the buyer submits the Deposit Express payment, an email will be sent to the Buyer/Client, REO
Accounting, to you and the office administrator confirming the payment and it can be forwarded on to

the lender for proof of the Earnest Money Deposit. A copy of the email will also be automatically added

to the zipTMS transaction.

zipForm plus?

Administrator Notification Email

Initial Deposit was credited

Real Estate One, Inc. received an Eamest Money Deposit (EMD) . r
via Deposit Express, ACH as follows: A
Property Address: 5325 Abbey Road

Oakland Township, MI

Amount:  $5,000
Bank Confim #: 3026504204
Buyer Name: Gregory ] Hinkson Trust

AgentName: Manuel Florescu
Office Name: 34 -REO - Troy

NOTE: DEPOSIT EXPRESS funds are NOT available for closing until the 4th
business day following the initial deposit
Example: Initial Deposit on Monday is not available for closing until Friday

DEPOSIT AG

FUND PO Y

POLICY: 1) Offer Ny
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Final Review of Documents

Open your zipTMS Documents folder and check to make sure that all of the forms that your office
requires have been added, are signed correctly and are in the correct folders to make it easy for your
office administrator to find them. Your Cover Sheet Broker Demand form should be in the main
Documents Folder, All of your final documents should be in the Fully Executed Purchase Docs Folder,
Your signed Agency forms should be in your Signed Agency Documents folder or transferred to your
Fully Executed Purchase Docs folder. PDF documents should be split into individual forms using
ZipTMS's split feature. Reviewed in the Splitting a multi-page PDF section of this manual (page 15 and

16).

2
\BI
o

|

@
lMore Actions I

Document Detail Menu Options
Name JSmith Pre-Approval
Modified: 3 weeks ago = Open
Viersion [# Ediz Desails

B Remove
Updated 3 weeks ago =
Description: 4 0o

@y

L

2

& Sig

& Em

% st

-
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Submit for Review

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.

ITIHIanes

’1 Par

MLS Number

Street Address

LU IO

Property Summary ® zipForm Record-Connect™

Qi uic>

Checklist

CLOSE TRANSACTION

18588 Hillcrest St

Choose Submit For Review.

: Contacts Partners

2 rarties [d)

» Active

Property Summary ® zipForm Record-Connect™

MLS Number

Municipality Type

Add a comment to notify your office administrator what is being submitted - New Sale please process.
Choose Needs Review and then Apply to submit your transaction for review.

Select an approval stamp

John Smith
Last modified: Feb 01, 2019 4:31P

None

Last Comment: None

New Sale. All final documents included. Please Process.

Characters remaining: 444
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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_s'.!

Reviewer Notification Email

Transaction Review

Transaction Review

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

New Status:| Not Approved

Comments:

ZipLogix™

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

zipForm Plu_s?

Reviewer Notification Email

Transaction Review

Transaction Review m

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.

«Sign MLS-Connect Recora-

Connect™

Email Save az POF Fa: AF Sticiky Netes L Speling e
ADDENDUM TO OFFER TO PURCHASE
(TRID)
This Addendum to Offer to Purchase ("Addendum”) supplements and amends the offer 10 pur
commonty known s 16588 Hillcrest St, Livonia, K MI 481
made by John Smith, Janet Saith

the “Offer”). Hercafter, the Ofer and Addendum will be ¢

Purchase Agreement”

RECITALS

As direcled by the Dodd-Frank Wall Street Reform and Consumer Protection Act
Protection Bureau Snalized the TILA-RESPA Integrated Disclosure rule ("TRID") effectiv

TRID containg now requirements and disclosure forms that consumers will receive in
and consummating & morigage koan. Among many other things, the Closing Disclosun
purchaserbormower al least hree business days before closing. In addition, changes tof
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Send Purchase Agreement and related documents to Lender.

From your transactions Document Folder, choose Email.

Templates Contacts Partners

£ k] G -] = H 5 = B a D
MLS-Connect Record- Add doc Add folder Move to folder Apply template Pring Email Save as POF Preview Docs Copy
Connect™ {5
r SQ”
. at- e
s P - - P
o o o
Buyer Agency Disclosures Buyer Packe:
5]
SET DUE DATE v SET DUE DATE v SET DUE DATE v

Select the documents that you would like to send via email by adding a check mark in the check box of
each document, then choose Next.

Select Documents And/Or Forms To Send Then Click Next
r =
7] [ -] .
| | | | S
e g - .

COMPANY EMAILFAX




Enter a Subject. Choose to Send Attachments As Separate PDF Files. Then choose Send.

Complete The Form Below

svons Oima

©
o
[

Fort - Formameyg - Fort sce A B I U &§ R & A B E R On e NN D=

Maureen Peterson

Record Bortdiort,™ Vs of

i m
BOCL G Wramet - et Dmewarad - W10

FUCH X gy Gy s A Cracimary Sor Busms 1517

L il el it}
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