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New Listing
AGENT STEPS

Start a New Transaction (naming it “Client Last Name, First Name - Address” (i.e. Smith Mary - 123 Main
St).

Apply Office or Personal Template for the New Listing.

Add parties to the transaction in the Parties tab.

= Seller

» Listing Agent

* Title Company

» Supervisory Broker

Prepare the documents in the Documents tab; maintaining order within folders.
Cover Sheet — Broker Demand

Within the Listing Packet Folder

» Agency Disclosure with Affiliated Business Arrangement Disclosure

* Exclusive Right to Sell or Lease

= Seller’s Disclosure (note: all fields are required if sent via Docusign)

* Lead Based Paint Disclosure & LBP Booklet

= Data/Profile Sheet

» Showing Instructions

* Dear Homeowner Letter

= Association Info Request (if applicable)

» Payoff Requests (if applicable)

*other docs required by listing circumstances or office*

Acquire digital signatures or ink signatures.

Obtaining digital signatures.

Select e-Sign with the zipForm transaction.

» Select the forms to be signed.

= Set the return folder to “Signed Listing 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 Listing Docs folder.
» Separate signed documents with the splitting tool and fill placeholders.

Enter the listing into the MLS with photos and attach disclosures.

Submit the file to the office digitally by clicking SUBMIT FOR REVIEW on the Summary tab in zipForm,;
enter a comment to tell Admin what is being submitted (i.e. New listing please process).

If applicable, request and review pre-title commitment and send to Seller(s) for their review and
approval.



New Listing

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

https://www.zipformplus.com
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Choose Transactions.
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Choose New Listing.

New Transaction

Select a transaction type to get started

“« @ O

New Listing New Purchase New Lease New Lease-Listing Quick Sign

or Offer

Cancel x

Transaction Information

Enter a Name for your new transaction (Use your client’s last name then first name and the property
address e.g. Tom Jones - 123 Maple Rd)

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 Listing.

Choose Save.

Transaction Information

Select your location

| 78 - REO - Milan , 1164 Dexter

Import Property Information

Property Type

Status

» ALt

Select Template

Templates Automatically Applied by Admin
Template Name
My List Side Info

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.
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* Active

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. At this stage you can add the Seller/Sellers, the
Listing Agent and Listings Brokerage and the Title Company.

zipFormPlus®

Dashboard - [

1 Tom jones I Catherine Jones l Maureen Peterson l Southfield CT
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* 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.



Prepare Listing Forms

Select Documents to access your transaction’s Documents folder.

Templates Tasks : Contacts Partners
- ‘
‘ Summary ,_& Parties
] 2 9 [} [+ ] = (&
Approval MLS-Connect Record- Add doc Add folder Move to folder Apply templa
Connect™
T Sort

Select the Listing Packet folder.

If you applied your office Template when you created this transaction all of your listing forms and
folders were automatically added to your Listing Packet folder. If you did not apply a template, or you
need to add additional forms that were not included in your office template, you will need to manually
add the forms and folders to your transaction.




Manually add forms and folders

If you created your transaction using a template you can skip this section and continue on to the
Preparing Documents section.

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

Contacts Partners

22

Add folder Move to folder Apply e

First select the Form Library that you would like to access.

Click here to view more Mbraries

The Charles Reinhart c.-_m».:,,n.,

[CRC) - The Charles Reinhart Company

] - HMS Real E One

[REOTC] - Real €t "o, Inc. - Traverse City

[REORC] - e E:u!e One - Reakomp/MiRe.

Then 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.

Cower Sheet - Broker Demand - 5/

Exclusive Right to Sell or Lease C

or Lease Cont

Homeowner Leter - 818

Lead Baved Paire Dnclomure (Reuden




Each of the forms in the Form Library also allow you to access a More Actions menu that allows you to
Print a Sample of the form, Print a Blank form and Preview the form.

[ErSTTR—E | |\iore Actions

Once you have all of the forms manually added in to your transaction, you will need to manually add
your folders also.

To manually add a folder to your Documents folder, choose Add folder.

zipFornt P!y.?

Jashboard asks 5 Partners

Give the folder a name. Use the name Listing Packet for all of your main listing documents.

Create New Folder

Listing Packet




You can move your forms into folders by dragging and dropping them or by selecting the More Actions
link on each document and choosing Move to Folder from the Menu Options.
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Signed Listing Docs

Document Detail

Name: Agency Disclosure with Affiliated
Disclosure for Buyer - 12/17_01-14-
2019

Modified: 8 mins. ago
Version: 1

Updated: 8 mins. ago
Description:

Select the folder that you’d like to move the document to and then choose Move.

Move to folder

Signed Agency

Menu Options

G open

@ Edit Details

W Remove

€ Print

& Download

@ View Versions
& Select Version
L upload version
& sign

= Move to .'?:dcv.-




Preparing Documents

Once you have all of the forms that you need in your Documents folder, you are ready to enter the
listing 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 Exclusive Right To Sell form, 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 Broker Demand form, it will auto fill all of the
other forms in your transaction. The Cover Sheet 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 Listing.

: Contacts

Templates

Partners

Signed Listing Docs PA Weorking Doct Fully Executed Purchas

Enter all of your Listing 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.

= o) B B 7 o
Print =

Ema Save as PDF Fastfill N/A FI

B ©

Reinhart

COVER SHEET - BROKER DEMAND

_PROPERTY INFERMATION |

MLS=®

Sweet Adcredk) 18588 Hillorest St o

Uit Property ID

I
31— v pa s

Ty LIvonma

Toor. 48152

County

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

Legal Description

SELLERALANDLORD INFORMATION

Seler #1 Name

Seler 82 Name

Street Address

Stree! Agdress

Coy St Zip

City

Cell Home

Cet Home
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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:
Attachmes Work: 12
_ 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.

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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The Listing Packet folder should contain the following documents:

Agency Disclosure with Affiliated Business Arrangement Disclosure
Exclusive Right to Sell or Lease

Seller’s Disclosure (note: all fields are required if sent via Docusign)
Lead Based Paint Disclosure & LBP Booklet

Data/Profile Sheet

Showing Instructions

Dear Homeowner Letter

Association Info Request (if applicable)

Payoff Requests (if applicable)

*other docs required by listing circumstances or office*

When you have finished filling in all of the information in the Cover Sheet Broker Demand form, open
the Listing Packet and complete all of the other forms with the remaining form specific information that
was not auto populated from the Cover Sheet.

If you need to add any additional documents to the transaction that are not already in zipTMS prior to
sending out the transaction for signatures, you will need to upload them to your zipTMS Documents
folder.

To add additional documents to your transaction, go to your transaction’s Documents Folder by
selecting Documents.

* Active

Choose Add doc.

Templates asks : Contacts
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Choose Browse for Document if the document that you would like to add is stored on your computer or

choose a cloud source if it is stored in your cloud storage.

Add a Form, Placeholder or Document

Select the document that you would like to add and choose Open.

—
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M Deskion I A EE ‘ -, 03 % 3
1N . > 2
Ja Downloads ! § ! | l i3 £
i» Recent Piaces - 3 4 ilE E
® iCloud Photos One Place Our Werid Pathuays Quail Quiz Test Realscout Ret
& CneOrive - Real & Connect Manals Institute 20
53 Libraries =t E E l L
5 Documents | £ = | & / §
& Musie : = | L
A Pictures Sales Discipline sacial Media Tach Tips Video Class Video Libeary Worksnops Zipform TMS
B videos Marketing Stuft
~
W Computer 3 = — ]
& 128148 () 3 [ S
& HITACHI (E) ol PDF
L €
@ #ipTMS Trsining 109030 - 20 Stepsta s 205tepe 962edaT acksd wm 12345678
et Sharteut Troubde Free Sale shabdeelledels
A CC-THAYES b3
o cTan
— - - — - .
L Nari] = - = - - = [
== == &
A 1274 = = == PDF
g =rl
B - Advantage Pro Advantage Pro Advantage Pro candsss Cassie222 Chat with =1
Fite name: Assaciation Infermation ”

Choose OK.

Add Document

File

Assocanon Information.pdf

Display Name

Association Information
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You should now see your uploaded document in your Documents folder. You can drag and drop it to
add it to your Listing Packet or you can use the Move to Folder option.

g Taceer Sgvd Linsng Decs B Working Docs Eusy Biuted B

When all of your forms have been completed and you have added all additional documents to your
transaction, you are ready to acquire signatures.

Obtain Digital or Ink Signatures

Digital Signatures Using Docusign

To send the forms to be digitally signed using Docusign, open your Documents folder by choosing
Documents.

® Active

Choose E-Sign.

zipFornt F{Ig}

Dashboard Templates : Contacts

B Buyer Agency Disclosures
8 Buyer Packet 16

8 Fully Executed Sale Docs

s Office Docs

& Closing Docs A = Aﬁ




Choose New.

zipFornr P!y_?

Dashboard 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.

L~
Documents To Sign ;
g Documents To Sign
Add external document ~
DOCUMENT COMPLETION DUE
= < BACK Listing Packet
Cover Sheet - Broker Demand - 5/18 - [BDCS]
] DPCUMENT COMPLETION DUE
i Listing Packet a i Agency Disclosure with Affiliated Disclosure for Seller - 12/17 - [REO 3005]
) 4

| Docs ] H Exclusive Right to Sell or Lease Contract (Fixed) - 11/12 - [REO 5000]

A
B
- -] - Residential/Condo Listing Form - 01/17 - [RS]
— A

@l Seller's Disclosure Statement - 11/16 - [REO 545]
;' off - A
m (-] . 7| Lead Based Paint Disclosure (Residental) - 5/16 - [REQ 515]
A
b4

Choose the folder that you would like the forms to be placed in, when they return from being signed, by
selecting the Choose a folder for returned signed documents to go into automatically link.




Select the Signed Listing Docs folder.

Choose Done.

Return Folder

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

Default Asc

Main Folder

MAIN FOLDER

Listing Packe:

Signed Listing Docs

Return Folder

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

Signed Listing Docs Defovk Asc
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Choose Next.

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

.
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Choose Next again.

Partners

MAME / ROLE

EMAIL

I J__GHEI_S-""VT janetsmith@yahoo.com
I John Smith jsmith22@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 on them automatically. Do a quick check to make sure that all
signature and initial fields have been placed correctly.

Any additional documents that you loaded up to your transaction from outside of zipTMS and included

in the Docusign signing will not have the signature and initial fields in place on them automatically and
you will have to add them in manually. Only zipTMS forms load up with these fields already in place.
You can scroll down using the secondary scroll bar to see all of your forms.

LEAD-BASED PAINT
DISCLOSURE

pplogn 18070 F Moen Mis Road, Fraser, Mohgan 45026 waw S0LOGI. 00 John Smith

ion provided in this statement is required 1o be provided by all sellers of residential
ed by the Residential Lead-Based Hazard Reduction Act of 1992 (42 U.S.C. 4852d).

3

=
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[R&a

REALTOR® Sristouty

4 a) |

SHORTCUTS FEEDBACK

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

sidebar by selecting it and then select the page you would like to jump to.

© Real Estate One, Inc. 2018
for. Mchigen 48028 www sicd e o John Smith 3 W |
Michgmn 48028 e 20k GOl COET John Smith
AINT
4 = W
E - AT AINT
REALTOR™ Sesermaty e
Addendum - FHA ~ o e
ent is required 1o be provided by all sellers of residential WAL
Based Hazard Reduction Act of 1992 (42 U.S.C, 4852d). e -
= A P T ¥ 3] X {}l nt is required to be provided by all sellers of residential
malale Lead Based Paint Based Hazard Reduction Act of 1982 (42 U.S.C. 4852d),
SHORTCUTS FEEDBACK T e RARS

SHORTCUTS

m

o

FEEDBACK

If you need to add additional signature and initial fields to a form, 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 additional

field for the right signer.

< Jongs - 1234 Maple Rd

Cathering Jones

EXCL

Real Estate One, Inc. Maureey
Address of Firm: 555 Briarwoo
Ann Arbor, MI 48108
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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.

anet St 172
. PURCHASER'S ACKNOWLEDGE
Standard Fields Pl 4 Purchaser has copiles of all information listed above and the attac]
= -
T #  Signature e phiet Protect Your Family From Lead ir|
DS inve ) __ 6. As set forth in the Sales Contrac rchaser has (Check the appropriate by
4 Dete Signed Pisior il O Received a 10-day opportunity mutually agreed upon period) to co
el inspection for the presence of lead- paint and/or lead-based paint hazay
O Waived the opp y 1o cond of insp 1 for the
8 Name and/or lead-based paint hazards
= Eme REALTOR® ACKNOWLEDGEMENT
= 7 Agent has informed Seller of Sel ation under 42 U.S.C. 4852]
R Comean Aot st wwtar] responsibility to ensure compliance.
i T CERTIFICATION OF ACCURACY
The following parties have reviewed the information and 3 wst of their knowledge, that th
signalory is true and accurate. —
T Te
Bl Checiso (SELLER) (DATE)  (PURCHASER)John Smith
& Orondow {SELLER) (DATE)  (PURCHASER) Janet smith |
© A R e
{AGENT) Scott Gaffan (DATE) (AGENT) scott Gatfan
_ 515 Rev. 516 Page 10f 2
f‘ Fomus TH - REO - Milan, 1164 Dexter Milan MI 45160
- Phone: { 248) 208- 2900 Fan: (245) 2630095 Maurcen Peterson Agt
Artachment Produced wih rod ormit by noLogee V8070 Ffeen Mes Foad Fraser Mchoee S500%  swm I0ogm o]

You can access additional options in the Actions menu. You can choose to Preview, Save and Close
(saves as a draft in Docusign) or Discard (deletes the Docusign envelope) the digital signing envelope.

CLOSE ‘

(3 ACTIONS ~ SEND ® AcTioNs v SEND
{b PREVIEW
o =
PREVIEW SAVE AND CLOS[\J L
DISCARD ma -~
SAVE AND CLOSE #

DISCARD EPS... A

IC.®

rm B)

Edit Measage

Edit Recipients - FAX
[1Seller [1Purchaser [1 Seller and Purchaser

m

dit Documents

Advanced Options

T ——
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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.

TURES
@ ACTIONS ~ SEND
223% v
PREVIEW
SAVE AND CLOSE n
DISCARD me.. A
Edht Mas 4
Edt ﬂﬁ!s ". =
“E, lNc.® Eat Documents L
JENT (Form B) Advanced Optons
1 o W
EPHONE FAX
for the [] Seller [[] Purchaser [] Seller and Purchaser _
dge that this ___is or ____is not an in-house transaction in ey
salespeople or [_] same salespeople. g

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 then choose Done.

SECECT FORMS SELECT FARTIES AU STOTAT URES

Message to All Recipients

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

John Smith

Characters remaining: 90

Email Message

Characters remaining: 10000
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Do a final last minute check of all of the attached documents and when you’re finished your review and
you’ve added your custom messages, choose Send.

® AcTIONS Qm/
Documents &
Purchase Agreeme... A
D
'm B)
1 o |
FAX
Seller [] Purchaser [] Seller and Purchaser

IS is or is not an in-house transaction in
rla or [_] same salespeople.

You will be emailed a copy of each of the digitally signed documents that you sent to your sellers via
DocuSign. A copy of all of the signed documents will also be placed in the zipTMS folder that you
selected as your Return Folder, your Signed Listing Docs folder. The placeholders for signed listing
documents will automatically be filled if you selected the Signed Listings Docs folder as your return
folder.

Ink Signatures

To obtain ink signatures, you will need to print your completed forms. From the Documents folder of
your transaction, choose Print.

zipFornt P_Ig_s.?

Dashboard asks Contacts Partners Help
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Select each of the documents that you would like to print.

zipFormPlus?

Dashboard

Select Forms To Print Then Click Next

e || B

o
BN

Choose Next.

Select Forms To Print Then Click Next ot 3

|

I
1

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

Choose Print.

Select Print Options Below

RO 3008 Agency Disciomne with Afiatnd Discosure for Buyer - 1217
BEO 325 TRO Adderdum 1o PA - 717 =

24



Once you have obtained ink signatures on all of your printed documents, scan all of the signed
documents. Send the scanned documents to your email address. You can forward on the email that you
receive from your scanner directly to your zipTMS transaction using the Transaction’s Email Address. All
of your zipTMS transactions have their own unique Transaction Email Address. To access a
Transaction’s Email address, select Email Docs to Txn from the Summary page of the transaction.
Documents emailed directly to a transaction as email attachments will automatically be placed in your

transactions Documents folder.

Maureen Peterson Agt Property Summary ® zipForm Record-Ce ™ X Cance o
mpetersonDgrealton com D p

Purchase Residential
47585953 Street Adcress Joning .

Modfied 57 ming ago

%

Email to Transaction

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

If you saved your scanned documents to your computer instead of emailing them directly to your
transaction, you can 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_Ig_?

@ Buyer Agency Disclosures

n Buyer Packet

ly Execured Sale Docs

o | —

. Trash




If you scanned all of your forms together and created a single PDF from all of the individual forms, you
will need to split your PDF back into individual forms using the zipTMS Split PDF tool.

Splitting a multi-page PDF
You can split a multi-page PDF 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

Name:  Agency Disclosure with Affiliated
Disclosure for Buyer - 12/17_01-14- B open
2019 @ Eedit Detalls
1 hour ago Remove
Print
Download
Description:

Upload Version

Email

Share Document

¢ KB S bor A Do

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 = =
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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 Listing Docs folder. You can drag and drop the documents

onto the Signed Listing Docs folder.

zipFormt P‘Ig'?

- Marve to ‘oavnpj i:{-c’,wtat*v‘ ated Dot

Trasn Sgred dgeney Doca

You can also move documents by selecting the More Actions link on each document and choosing Move

to Folder from the Menu Options.

Agency Disciosure with
Affilipred or

Buyer Agency Disciosures

Document Detail

Name: Agency Disclosure with Affiliated

Disclosure for Buyer - 12/17_01-14-

2019
Modified: 8 mins. ago
Version: 1
Updated: 8 mins. ago

Description:

Menu Options

L cpen

@ edit Detalls
W Remove
€ Print

& pownload

View Versions

0
W Select Version
L

Upload Version
& sign
& Email
' share Document
R ove to fplder
X split )

@ Add Description
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Placeholders

Document placeholders were added to your Signed Listing 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.

Move to folder Exclusive Right 1o Sell or Lease Contra...
9

& Signed Listing Docy
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Enter the listing into the MLS with photos and attach disclosures.

Download Disclosures

You will need to save a copy of your fully executed Lead Based Paint Disclosure and Sellers Disclosure

Statement to your computer so you can upload it to your MLS, Showing Desk etc. and to make it
accessible for you to easily send it to someone upon requested.

Open your Signed Listing Docs folder.

o 3 C o - ! ; i
LS-Connect Record- Add doc Add folder Move to folder Apply template Prine Emal
Connect™
F Sor
2
Cover Sheet - Broker Listing Packet Signed Listing Docs PA Warking Docs
Demand - 5/18 - [BDCS)

SET DUE DATE v

Open the document’s More Actions menu and choose Download from the Menu options. Do this for

each disclosure individually.

Contacts

<|| Fiters ¥ Sort . Document Detail

Name: Lead Based Paint Disclosure
(Residential) - 5/16

Modified: 10 mins. aga

Version: 1

g a a Updated: 10 mins. ago
Description:

Menu Options

s Open

[# Edit Details
W Remove
ﬁ Drigs
& Download
a Yie

rsions

& Upload Version
£ Sign
& Email

% Share Document
W Move o folder

X Splic & Rotate

® Add Description
B Unfill placeholder
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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 LU IO

Qi uic>

’z_ Parties f s Checklist

Active = CLOSE TRANSACTION

Property Summary ® zipForm Record-Connect™

MLS Number

Street Address 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 Listing please
process. Choose Needs Review and then Apply to submit your transaction for review.

Select an approval stamp

Jones - 1234 Maple Rd
Last modified: Feb 07, 2019 127

New Listing please process

Characters remaining: 500
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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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Follow the steps below to send any documents via email from your transaction.
From your transactions Document Folder, choose Email.

Contacts Partners

Templates

S ] ( ] - = &
MLS-Connect Record- Add doc Add folder Move to folder Apply template Prire ma Save as PO
Connect™ {5
T Sort
.

Buyer Packes

Cover Shee:- Buyer Agency Disclosures

Demand - 5.

SET DUE DATE v

SET DUE DATE v

5

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

X2

B /] .
h | — | | —
W W s W

Choose the party that you would like to email the documents to and choose Done.

COMPANY EMAILFAX
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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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