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1. Getting Started

Logging In

C.A.R. Members can always access zipForm® Plus by visiting
www.car.org from any internet browser!

5 - I —_—
&~ = C |[1 www.car.org =
,-% CALIFORNIA " cart | Sign In
[ ASSOCIATION ‘REGISTER
", OF REALTORS' LREGISTER

Search car.ong |

Home | Market Data Legal | Government Affairs | Education = Member Hesources  Mewsstand | Meetings & Events = Business Tools | About Us

MANAGING YOUR TRANSACTION MADE EASY

FROM START TO FINISH

Py N ~ O ey,
ntan 2t o %nw. % @ temcwre | | I3 Exyg) -
>~ o e 8 = = ponn Btodd LEARN MORE »
Ersnstm e e kel -
HAAWCHG LEGAL ADWICE TRAMSACTION FORMS
Fingnce Helpling Talk to an Attemey ZIpFOrm ’L
L]

Prablerms with your Get help wilh your Access CAR's eecirons real estale
lender? Ve are real eatals relatsa T iransaction forms sollware from

here o help! legal questions. anywhers o anytims.

'.-'.UI |'|I!:FI B L&arm more » ADDEES N L]

1. Go towww.car.org

2. Click on Sign In at the top of the page and use your C.A.R.
credentials to login.
First-time users will click Register and follow the online instructions.

3.0nce logged in, click Access Now. zipForm® Plus will open in a new
window.
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2. Creating Transactions

Starting a New File

zipForm® Transaction files are a set of contracts (C.A.R. forms) for a
specific client or property. Transaction information, including
Transaction Parties and property information, is automatically
updated throughout all of the forms in the file as each is completed.
This applies to future edits as well and saves time while drafting forms.

ZipForm Plus ‘&g

a FREE C.A.R. member benefit

TEMPLATES | TASKS CONTACTS PARTNERS | HELP

«c B Q 0E B = ~

or Expon Farms Clausss LoakUp hMangags Vaul Craatz
Advizor Manager  Caloulator Statistics Digital Ink

B O

Farms. Hew

Property Type
' Residential ' Commercial

Transaction Type
' Listing
2 Industnial "2 Vacant Land

-/ Purchase

- Lease = Multiunit ‘2 Farm and Ranch

Add Photo

Apply Template ‘ v
Comments ‘

) Condominium '~ Manufactured Home

Save Close ‘

1. Click the New button on the TRANSACTIONS page.

2. Name your transaction (something easy to find and remember).

3. Use the Apply Template drop-down menu if you wish to apply a
template.

4. Click Save.
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3. Filling Out Forms

zipFormMLS-Connect® and Other Time-saving Tools

Transaction forms can be completed by filling out blank

fields manually or by using the different shortcuts found throughout
zipForm® Plus. Key information entered on the forms automatically
flows between all of the forms in the file. This includes client names,
contact information, property address, and agent information.

® zipFormMLS-Connect® auto populates listing information from your

MLS straight into your transaction. £
1. While editing any form, click or tap the o ‘

MLS-Connect® button. If required, insert your MLS ID and password.
2.Select a Listing Type and provide the MLS number for the property.
3. Click or tap Find and the listing information will populate for review.
4. Click or tap Import to duplicate this info throughout the transaction.

— Step 1: Choose MLS
i3]

— Step 2: Find Property

Listing Type: mesidential W MLS Listing ID: CV151 72260 |:| Include Property Phota Find

ADdress: List ng 1D
City Listing Price:

Stae Date
Postal Code Agent 1D

® Utilizing Text Overflow

The RPA-CA will automatically place any surplus text you are typing, if
you run out of room, into a Text Overflow Addenda (C.A.R. TOA).

1. Type/paste your text in a text field like example: Section 3E.

E. ADDITIONAL FINANCING TERMS:

2.Click Save as PDF from the tools above the form.

3. A new PDF copy of the RPA will appear in the Transaction with an
additional page attached at the end that includes your surplus text.

Note: TOA is also used in sections:

| The original field you were typingin  5(A)

= will display a footnote to "See Text 6

A Overflow Addendum" which will be 7(A1-A3)
attached at the end of this PDF. 8(B-C).
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® Service Providers are conveniently listed for you while using
zipForm® Plus. While completing Natural Hazard Zone fields or
Warranty fields, click on the drop-down arrow to see what services
are available and your client can choose the vendor he or she desires.

Example 1. Sectlon__4__ltem A4 of RPA

C m————— g e m————

!41 |:| BU':‘EF |':| Seler shell pay for & natural hazard zone dsclusure mporl prepered i Disclosure Source

(5) []Buyer [ Selershall pay forthe following nspection orrepori____ *MyMNHD 574,85
[8) [JBuyer ] Selershall pay forthe following inspsctionorrsper_____ Disclosure Source
B. GOVERNMENT REQUIREMENT S AND RETROFIT: First American Matural Hazard Disclosure

(1) DEuyar |:| Saler shall puy for smoke detector instalation andior water heatar u_!FJCF-LGS DJSElUSU[ES.CGm

Example 2. Sectlon 4 Item D6 of RPA

[P ——

!5] DBUYE‘-F |:|Seller =hall pay the I:I:ISt, nuttl:l ea-:ceer_fs , ofa one-year home warranty
izzusd i *01d Bennhlis Home Protection optional cover
[JAir Con*Old Republic Home Protection
Buysris ymerican Home Shield
th&SE CE"-’ Fidelity Mational Home Warranty

(7) [ Bu " [First &merican Home Buyers FProtection
() DBuyer [ =oner s puy i

® Attaching Photos to a Form can be done inside any document in
zipForm® Plus and zipForm® Mobile. Provide valuable information to
all transaction participants with quick and easy visual reference.

zipForn Plus i &

TEMPLATES CONTALTS

<8 oQEEEgE 0 C o

!\: Fiwesn hpproesl ®
Kim Seller, Jane Saller (Seller) =

3

4
- g and Jos Buyer (Buyer) -
= 7 and concemning the followisg described proj w
g 8 345 Breadway " propaity: :
i ;l;n city, ST 12345 L S
- =
= 1 =

12 Adﬁrhunf provisions; Peelin

13 proper removied ——

Show all notes
rom rear fence and pergoli within 14 Hide all notes

o pised in Ewo woaks. Dalots all notes
' Atiach photo
Show all photos
Hide all photos

Datach all photos

9

Change

Add Mare Add Save Cancel

Photos will appear as an extra page on the document you add them to
and as a clickable, mobile tag for reference. They are included when
you Print, Email, Save as PDF, eSign, or Collaborate with this form.
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® Add Forms Automatically: Smart Form Features Guide for RPA-CA

If a box on aform is checked indicating the inclusion of a different form in the
transaction, then zipForm® Plus will import that form into the transaction
automatically, while you continue to work on the initial form. If the box is then
unchecked by the user, zipForm® Plus will still leave the new form included.

Auto Add Addenda

For example, on Section 5B (Addenda and
Advisories) of the RPA, if you mark an “X” for the
Statewide Buyer and Seller Advisory (SBSA), this

form will be automatically added to the transaction.

If you remove the “X” from section 5B, the SBSA
will not be removed from the transaction. Users
will need to remove it manually from their
transaction’s forms list.

Other sections where auto-add addendum is used
are:

e Section 3 (D) - Seller Financing

e Section 4 - Sale of Buyer’s Property

e Section 5 - Addenda and Advisories

e Section 9 (C & D) - Closing & Possession
e Section 31 - Expiration of Offer

e Section 32 - Acceptance of Offer

Mutually Exclusive Checkboxes

Users can avoid incorrectly checking multiple
boxes in a particular section of the RPA with this
new feature. For example, in paragraph 2B the
Listing Agent cannot simultaneously represent the
seller exclusively and also represent both the buyer
and seller. Or if All Cash is selected in section 3C,
then sections H, |, and J are disabled related to loan
information.

Sections where the mutual exclusive feature is
used are:

1. Paragraph 2B:
a. Immediately below the line beginning
with the words “Listing Agent,” the boxes for
“the Seller exclusively” and “both the Buyer
and Seller” are mutually exclusive
b. Immediately below the line beginning words
“Selling Agent,” the boxes for “the Buyer
exclusively” and “the Seller exclusively” and
“both the Buyer and Seller” are mutually
exclusive
2. Paragraph 3A(1): in the second line the boxes
for “cashier’s check” and “personal check” and
“other” are mutually exclusive
3. Paragraph 3A (2): if the box for this paragraph is
checked, all of the fields and boxes in 3A (1)
should be disabled.
4. Paragraph 3C: if the box for this paragraph is
checked, all of the fields and boxes for
paragraph 3D, 3H and 3J should be disabled.
5. Paragraph 3D(1): the boxes for “FHA” and
“VA” and “Seller financing” and “assumed
financing” and “Other” are mutually exclusive

CALIFORNIA ASSOCIATION OF REALTORS®

6. Paragraph 3D(2): the boxes for “Seller
financing” and “assumed financing” and “Other”
are mutually exclusive

7. Paragraph 3H: if the box for “Verification
attached” is checked, the field for “3 (or __)
Days” should be disabled

8. Paragraph 3l: if the box for “(or___is NOT)" is
checked, the field for “17(or __)Days” should be
disabled

9. Paragraph 3J(1): if the box for “Letter attached”

is checked, the field for “3 (or __) Days” should
be disabled

10. Paragraph 7B(1): the boxes for “Buyer” and

“Seller” are mutually exclusive

11. Paragraph 7B(2)(i): the boxes for “Buyer” and

“Seller” are mutually exclusive

12. Paragraph 7B(2)(ii): the boxes for “Buyer” and

“Seller” are mutually exclusive

13. Paragraph 7D(9)

a. The boxes for “Buyer” and “Seller” are

mutually exclusive

b. If the box for “OR [] Buyer waives ...” is
checked, the remaining boxes and fields in
7D (9) should be disabled.

c. If either box for “Buyer” and “Seller” is
checked, then the box for “OR [] Buyer
waives ...” should be disabled.

14. Paragraph 9B:

a. In 9B(i), the boxes for AM and PM are
mutually exclusive

b. In 9B(iii), the boxes for AM and PM are
mutually exclusive

c. If any box or field in (i) is completed then all
boxes and fields for (ii) and (iii) should be
disabled

d. If any box or field in (ii) is completed then all

boxes and fields for (i) and (iii) should be
disabled

e. If any box or field in (iii) is completed then all
boxes and fields for (i) and (ii) should be
disabled

15. Paragraph 9C: the boxes for “CAR Form SIP”

and “CAR Form RLAS” are mutually exclusive

16. Paragraph 9D: if the box for “OR [] Tenant to

remain ...” is checked, the field for “5(or__)”
should be disabled

17. Paragraph 31: the boxes for AM and PM are

mutually exclusive

18. On page 10: Paragraph beginning with

“(__/__)(Donotinitial ..."” below signatures

following paragraph 32, the boxes for AM and

PM are mutually exclusive

19. In the Escrow Holder box on page 10, boxes

for Department of Business Oversight,

Department of Insurance and Bureau of Real

Estate are mutually exclusive
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® Parties Tab

Contacts for the Transaction you're working on are streamlined with
the Parties and Property tab. Enter the individual's information in
here and watch it flow through the transaction forms.

1. Click the Parties tab inside your transaction.
2. Click the New button to add a party manually.
3. Select a Party Type and enter the required information.
4. Click Save.
*Click Add Contact to add someone from your zipForm® Contacts page.

I Services ] History

[Uﬂﬂlm.ﬂll I Parties
© O

Transaction Party x
Buyer One
Gl EREZ Fole  Buyer One Sireel Address w
Listing Broker i
CENTURY 21 CITRUS REALTY INC
E o First Name City

il
!
it 0

Kk

Middle Hame State

k

Lasi Name County
Full Hame Zp Code
Home FPhone w Email

Business Phone w Busiress Fax

EEEE

Cell Phons e

Save a8 Contacl
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@ Property Tab

This tab helps fill out property information without distraction by
removing the verbiage from forms that have relevant property fields.

1. Click the Property Tab inside your transaction.
2. Upload the property picture.

3. Complete the fields thoroughly.

4. Click Save.

5

l[lm:.umenls Parties | Property

A & ©

Save =3 clion
o

F

MLS Number

Street Address

City

County

State

|
|
|
Township |
|
|

@ History Tab

View the log of all the activity in your Transaction with the History
Tab. Find when forms were changed, faxed, or emailed using this tab.

[Documenls Parties | Property | Checklist | Services Hislmyi Enter Keyword(s) i
Sore -
Nate Osollo has updated the transaction details, how Mor -
021272016 4:36 PM

B Nate Osollo has added the form "RPA Financing Worksheet”..
02122016 1113 FPM

E Nate Osolle has added the form " Seller Failure to Deliver Documents™..
02/D5/2016 2:46 PM

Nate Osollo has added the form "Charges for Required Homeowner
Association Documents - 11/14™..

02/05/2016 2:46 FM

Nate Osolle has added the form "4_Homeowner's Guide 1o Earthquake
Safety”.

02/05/2016 2:41 PM
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4. Storage & Organization

Document Storage Inside zipForm® Plus

zipForm® transaction files save automatically for 14 months. Adding
documents to your file also activates zipVault® and it's extended
storage up to 5 years or customized expiration dates.

@ zipVault® Extended Storage Features

Add Document
Click this button to upload a file
from your computer.

Save as PDF
Create PDF versions of any
form(s) in your transaction.

Listing, Residential
Modified Just now
Expires

Wed Dec 16 2020

Expiration Date
Transaction Files will be available until you

=
o

-

Send
Email or Fax any document(s)
to your colleagues or clients.

Collaborate
Give editing or viewing access
to other zipForm® users.

Signed Forms

Any documents that
have been signed will
always automatically be
saved in a new folder
inside your transaction.
| This folder will show the

delete them or until they expire (whichever
comes first).

@ Email Directly into zipForm®

Signed 1/5
10:21:24am

Date and Time these
forms were signed.

zipForm® users and others can insert documents, files, and signed
forms straight into your Transaction via email. Inside any transaction:

I Parties ] Property Y Chet:l:[istI Ser\rit:EEI Hismryi 1 C||Ck the fl |e'S

Listing @ 123 Main o
Transaction Details nu Optiens d rop-down
121615 - Listing at West @ Transaction Information €} Remove forms or documents
odied  Justnow B viewEdit Details B Emal to transactio arrow.
Created  Wed Dec 16 2015 B Apply template B Fax cover sheet 2 Select Emall to
_ &1 import from archive .
Exires B Export o archive Transaction.
Seller |
= B Lock H
Boyer [ O 1o et 3. Enter email
Address Hessage " Eartners |nf0rmat|0n.
Send to Other System .
Type | Fomms Advior 4.Click Send and
Ty Manage in relay H H
&5 Show form versions adVISe Cllents
e el B © Detete wransaction to follow the
"Separane mutpie ST aodessEs e o
& Activate intelicopy . .
- Instructions
‘ in the email.

CALIFORNIA ASSOCIATION OF REALTORS®
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® Send Documents via Email or Fax

Email or fax any document you're working on directly from zipForm®.

1. Click the Send icon on your toolbar.
2. Select the forms you wish to send.
3. Click and choose to either Email or Fax.

4. Enter in client information manually or use your Contacts shortcut.

5. Click the Send button.

Listing @ 123 Main v l”‘“””‘e“‘sl "““51"“"’“" I “’“"““I 5““"“51 ”5"'“'_

Listing, Residential

Medified Yesterday
n « B R 2 PR e B = A1
Aad

Wed Dec 16 2020
Back dpphy Add Folder Dielete Frint Save as Send

Transaction Status  acuive | v Tempisde  Dosement fesument e

Cancel Send
‘= Emal ) Fax
Send to recipients.
H=]
Subjec | ‘

gn  Colsborsie  Copy PDF

Copy me:
Cover Sheet - Additional Information Res. Listing Agmt. - Record Video Message
[ COVERSI Exclusive - 12/15 -

Attachments: * Drag and Drap @ change e arder of documents
Cover Sheet (]

Res. Listing Agmt. - Exclusive - 12/15 (]

® Set Due Dates/Tasks and Stay On Schedule with zipTMS™
The zipTMS™ Tasks menu helps track deadlines, complete TASKS

contracts, and manage important events one easy location.

Select New Task

while in Tasks (or e i

Checklist inside a | Escrow- Confirn Funds ‘ | O None© Fed ® petive ‘

transaction) and edit | 7o~ (3 Josys[scrom [ || cosiog oo E

the features below: eociiod: QLD Conitnd: @ hiisen vocuraenta)

1. Task Name Category ‘ e o

2.Where to assign bt = '
the task CI?:::H:::?unds avallable ‘

3. Required/Status

4. Comments if any

5. Deadline

6. Attach relevant Save | |piCeacels |sDslete

forms, if any

CALIFORNIA ASSOCIATION OF REALTORS®
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5. Tips & Tricks

Customize Your Account and Make It Your Own

Customize your account before you start creating transactions or
emailing to save time and create consistency. All this can be
maintained inside your profile under About Me.

® Add Your Photo
Brand all your emails from zipForm® by adding a photo at any time.

1. Click on your name, the drop-down arrow, or
. . Your Name
the avatar placeholder in the top right corner. v

2.1n the profile information window that opens, click on the |
. . -~
avatar icon labeled "Change" and upload a desired photo. Fe

BONUS: Avatars can be changed any time in the About Me section by
clicking on the photo itself or the links below it.

® Email Signatures

1. Click on your name, the drop-down arrow, or
. . Your Name
the avatar placeholder in the top right corner. v

2. Click View Profile, scroll down to the Email Signature window to
begin making changes. Remember to click Save when finished.

Email Signature
#| Include in all outhound notifications

Customize your zipFarmPlus email signature here

B 7 U T-1TH-Tg T, T = |

Save Close
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® How to Add Contacts

The Contacts tab in zipForm® organizes contact information used for
filling out forms, emailing, faxing, or even sending documents for
signatures. The Import/Export buttons help transfer CSV or Vcard
contact list files to and from other contact systems (Outlook, Gmail).

1. Click on Contacts. TRANSACTIONS TEMPLATES TASKS CONTACTS PARTNERS HELF

2.Click on New. © O @
3.Select a Category, ﬁ Sl

or click and type to

Hame

create a new

Chip Lascaia Camgory - @
category. = -~ - @&

4. Enter agent S N
information Lont e e Passosaince |
manually and click el Zp Cose
Save. Bobbs Hemanda e L5

Hume Fhors

BONUS: Import a =
Contact File with m:mss .,.,, E
the Import H'—_I"-"='=:---‘== Mobile Phors §
Natanial Osolia Ay Phy

Contact buttonat ..« .
the bottom of this B~

window. o ‘

@ Create Time-Saving Templates

z
-3

z 7 z
E o
o
i1

Templates represent packets of forms with information you frequently

use that can be applied to a transaction file to save time. Click on the

Templates tab, click the New button, name the Template and select

the Template Type, Property Type, and Save. Add forms, fill out the

forms as you see fit so it's ready apply to a Transaction (see Section 2).
Listing, Residential

Condo @ 123 Main 5t
' Template
Listing, Condominium
Medified 1 minute ago Medified 1 minute ago

Commercial @ 123 Mai... Vacant Lot @ 123 Main...
‘ Template v Template
Listing, Commercial Listing, Vacant Land

Residential @ 123 Main...
Template

Medified 19 minutes ago Medified 20 minutes age
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® Using the Forms Button

If you need to quickly reference a form but don’t want to
é save an entire transaction, use the Forms button. Forms
can be selected from the All Forms menu on the right.

Bonus: Click the Select Library drop-down menu to use other C.A.R.-
related forms and worksheets: Sample Letters, Foreclosure
Prevention, BRE Forms, and more.

® Using Forms Advisor™
Curious about which forms to use in a transaction? Answer
n the questions from Forms Advisor™ pertaining to clients,
property, and the transaction, to get recommended forms.

1. Click the Forms Advisor™ button in the Transaction screen to start.
2. Click Create New and/or select a Transaction Phase on the left.

3. Answer each question appropriately.

4. Select Accept Selected Items after each section.

5.Under Summary/Get Forms tab click | Accept to confirm answers.
6. Click Get Recommended Forms to review.

7.Click Create New Transaction (name the file) or Apply to Existing.

B ©OOEERDRNERRB @ -
Feeerm Haw Dalasa g Exgmar Farrs L Werigags Vaul Creste
Advesor W Caloulator Staisios Dagital Ink

& Forms Advisor™ Help | Print | Closs

File Lest
Select...
|Create New.. |

ﬁ Proparty My Client || Tramsaction Summary/Gat Foms

‘ho do you reprasent? by er exclusivaly v
L the agent a member of the MLS? S ‘
e you confirming o changing the compensation promised in the MLS listing? .fm

i Is there a co-listing or have two brokers agreed to work with the same buyer? uux
{buyesnfbroler agresments)
Listing Do two licensess in the same office have an agreement to work with same buy er NDX
|agresments | distlosures) or seller?

Offer
Post Contract | Escrow

| Cancel |Accept Selected ltems |F{estnre Previous Choices...
f' Leaze | Accept|
+ -Cnher
+| Get Recommended Forms (31)
& Motice of lemental’ Property Tax Bill
&  SPT : 1u.-05‘ l & & IS

[fou must sccept choies Trom this page belcre you can gel resuls.)

& TC+ Transaction Checklist - 1/06 s
= - Real Estate Transfer Disclosure Statement -
&  TDS required Aiid l & M
‘Water Healer and Smoke Detector Statement
g ] d
© | WHSDwrequred | o ompliance - 1910 2 4 4 X
SelectClear A0 Create New Transaction|Apply o Existing
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® Forms Tutor (inside Forms Advisor™)

While Forms Advisor™ supplies you with each form you may

need during a transaction, Forms Tutor® is available with
information and explanations for each document. Click on the Forms
Tutor® icon on your list of Recommended Forms from Advisor and
find out what functions and relevance each form has. Use the key and
navigation buttons to listen or read various explanations for forms.

FORM: AD

EXPLAMATIOMNS

PAGE = Page1 W | ZOOM & = [100% W | movEdp- AY | RESET @ INSTRUCTIONS
[7] See the explanation of a w
DISCLOSURE REGARDING tarm or phrase
‘ CATTEORNTA [  REAL ESTATE AGENCY RELATIONSHIPS
fiks requined by the Chvil Codel N
S:ﬁ&iﬁ-ﬂiﬁt ‘j)) ICAR Form AD, Revised 408 H S=e an imporiant note

hﬂnﬂm"w reladonanp Drwmnrﬂnmn you ml:h h hm- -daﬂ'- ﬂaﬂ n hhmrsm @H%F;;;m ﬂ:planahnn ofa

SELLER'S AGENT
A Gelier's paend undes a mmumwﬂmmﬁowmthumﬁwmA&h‘smﬁwaalﬂwtumml
#f,;"slf.'ﬂ'me affirmathve ctligatons + G0 fo the next page
A Flusiony duty of uimns erte, integrty, Rty and lyely in dealines with te Seler,
TDhﬂ?lglrnrmdll-u?ml::ﬂr' nakla skil and in porformance of tho agents dutios.
I ilgont oxorose gl ol 5 Caro mn 3
{1 A :"aw o harest and tar dosing And gaod it + G0 to the previous page
fl:lFwnlunﬁrdwe:ﬂhmmhlhmﬂmﬂmhwﬂhﬂdhm!ﬂﬂmmnh#m
i the difgem atienion and obsenvation of e

An agent is not lqae-uhorma'lmedwp-aryan;mrﬁoemalmmmm#mmmrmmmesmmmmaaﬁr I ——

e Sales e forth Above. Feg= 1% Go to a specfic pag
BUYER'S AGEMT

A sdl:'mammcan\r&a E'A:pmusmrl agme i ack asaaulhwﬁwuur hlﬁ‘mmb not MMSCIH% agent,

el e mEl TeCEE COMPENSENon for senvices rendesed, sihed in full of in pan Salar. nt g 1

Sy h:g;gw el s il ey agent acsog + Incraase the size of the

o B

Aﬁmr;a;rymnummdmm,'mmmﬁmhdwmmww

To the B Irmdﬂm$ﬂl:&. a I
t natio skil and of the cutes. .

B el 2 el ot gt Epr o o gmets = Decrease the size of the

e} A duty Io disclose all facts known io the ageni materially afiecing the value or desmabBy of fe property Bat ane nof known o, fﬂl‘m

or withm fe glgant atiention and cbsenvaion of, e paries.
M!mnuhnﬂtwgﬂdIDM'EB'HBE'MD&I‘I;Iammm@lwmmmhmrmﬂmmmlﬂweaﬁb
masiive duties sel lorth aboee, ~ —— the ic

REPRESENTING BEQTH SELLER AND B 1L W) Increase orm

A roal petnto agent, cithor acting directly or through ona or more amsocisto iconsoes mhplybnh-;mufbﬁdu&ulhraﬂlhn SpeCinG size
Buyar in 2 tansaction, but only with the inowiedge end congent of both the Sellor and the

1 ] e
{al A fedudiary duty of utmos! care, iniegrity, honesty and loyalty in the dealings with efther the Seller or the Buyer. - Move the form left

FECRECIRG SECTONS.
Inrenresamnumseﬂeramai.lwrm mruwmmemmmmrwmmmmmmrm
hast The: Serller el ot prics less than mmmmmﬂt&qﬂﬂmzmmﬂm price offered.
Thcahu-cdmc:sdmagcnln arulmnamaﬂmuormvﬂu:a uﬁwmmwﬂwwwﬁwwm }h‘hvethefurm [ight
IWWEMWCBIG{LI‘!? WHMHMWMMWWMMWUWWAM

e5lele apenl i & Persoi qualiied 10 stvise shoul rel eS18le I ool of 15x Stvice 5 desined, conSul & COMEelEn] prfessional
Throughuu! your risl properly brensaction yow may recehe mone Bien ons decicase lonm, d:p:nd!ng m:n.mh:ra!:g-mu.n;uhlg
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6. zipLogix Digital Ink®

Easy and Free eSignatures Inside zipForm® Plus

eSigning reduces signing errors, saves time, and money. Complete
signing tasks quickly and avoid printing, faxing, and paper entirely.

® How to Send a Document for Signatures P
¢
1. Open a zipForm® transaction. I v ‘
2. Click the eSign button. Sign
3. Choose Sign from the drop-down menu. ‘

4. Select the zipForm® documents and PDF forms you want to send.

—‘w -
—Z

v

5. Click on Next.

Transaction Parties Address Book Service Providers New
Enter Keyword('s) Sort ~
First Name* Middle Name Last Name® Role” Email* Company
Cesar Cervantes Buyer One nateo@car.org
Elleanor Llarene Seller One |
E LAURIE GABBERT  |Listing Agent nateo@car.org

6. Click the green check-boxes on the left to select your recipients.

7.Click on Done.
8. Click, hold, and drag names to change signing order, if desired.

9. Click the CC Box if you'd like to send a signer a PDF copy of all the
documents once signed by all parties, if desired.
10. Check Text Message Authentication or Verify ID if you'd like to
confirm the signer's identity.
11. Click Next to assign signatures.

Order Role Name Email CC TextMessage Authentication($)” Verinr D (5§
1 BuyerOne Bilty Buyer nateoigcar.ong [ L [ “
2 SellerOne E Sally Seller nateo@car.org " U s lﬂ
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® Adding Signature Tags to Forms

C.A.R.Forms are pre-tagged and ready to send! Always make sure to

review forms and to manually add tasks for PDF documents.
1. Click the Add Signatures/Task button from the dashboard.

2. Locate documents with the Document List drop-down menu.

3. Select the first party on your list and drag and drop signature tags.

4. Click on Send to preview the email your client will receive.

Listing (& 123 Main - Unnamed o Select Forms  ee e Select Parties ®® o Add Signatures
Billy Buyer m EHE
Fravious Paity Buyer One Dacumant A R, Listing Agmil. - EXCIuSive -...
List naienEcar.ong List

Save

Add Slgnature/Task | v ] [ v
Quit
working out of e or different office locations.

Multiple Buyers: Broker (individually or through its associate licensees) may be working with many prospective buyers at
the same time. These prospective buyers may have an interest in, and make offers on, the same properties. Some of these
properties may be listed with Broker and some may not. Broker will not limit or restrict any particular buyer from making an
offer on any particular property whether or not Broker represents other buyers interested in the same property.
B — S - — o B licenseaes) may have listings on many properties at the same
of those listed properties. Some listed properties may appeal to
BUYEr wne- iy puyer ' ore prospective buyers than others. Some of these prospective
Sign Field13 & m raker will market all listed properties to all prospective buyers
Seller One- Sally Saller s 3 sl may appeal to the same prospective buyers.
Sign Fieldi cknowledges that broker may represent prospective buyers
Initial Field3 I agent for both seller and buyer in thal transaction. If Buyer
Initial Fieldd V may represent sellers of property that Buyer is interested in
Initial FiakdS B both buyer and seller with regard o that property.
Initial Fieldé e £ e Broker, without the prior written consent of the Buyer, will not
[T \ ter than the offered price; (b) Broker, without the prior written
Initial Field& ‘ @ is willing 1o sell property at a price less than the listing price;
Sign Field3 ent is obligated to disclose known facts materially affecting the

(3 AckiAgres Resd

Hide Party List seller or listing agent may disclose the existence, terms, or
signed a written confidentiality agreement. Whather any such

as current market conditions, the prewvailing practice in the real
the instructions of the seller.

Buyer and seller understand that Broker may represent more than one buyer or more than one seller and even both buyer
and seller on the same transaction and consents to such relationships.

Seller and/or Buyer acknowledges reading and understanding this Possible Rep orwl' More Than One
Buyer or Seller - Disclosure and Consent and agrees ®
Sellr B
Callas

T

Send Invitation
Whan you are ready 1o stant the signing process, simply click the Send Date
Now bulton below. You can edl the Tille and Email Message il you

would ke to cusiomize the mvitation sent 1o your parbes.

Tikhe

5. Adjust the Title of your email.

‘ 6. Edit the email to add custom text.

Email Message

Plaase log into iplogix Digtal Ink and sign these documents. 7 CliCk on Send NOW.

CALIFORNI

— ‘
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@® Clients Create a Signing Password
Sign forms from any desktop/mobile tablet connected to the internet.

1. Clients must open their email and click the link provided.
2. A new window will appear and they will Agree to Legal Consent.

3. They will click Next to continue.

4. Create and Confirm a signing password.

5. Choose on either Signature Font or Draw Your Own Signature.
6. Click On to View/Sign.

Agree to Legal O Accept O Decline
Consent? ‘

Choose a signature font Draw your own signature

On to View / Sign
6

Bonus: Clients can use their mouse to create a digital signature.

Choose a signature font (:) Draw your own signature

%@
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@ Signing Forms with zipLogix Digital Ink®
Clients will choose either Let Me Review to scroll through and sign
manually or Go! to jump from signature to signature (or task).

1. Clients must choose Let Me Review or Go!

Ready To Review and Sign?

Select Go to jump right to your first action and let us guide you through the document. If you'd rather go at your own
pace, choose Let Me Review. Simply scroll or use the NEXT and PREV buttons at the bottom corners of the

screen to jump to unfinished signatures and other tasks.
Let Me Review W

2. Click on the blue flags to sign the yellow, or required, fields.

Seller m Date
Buyer ISigned Date Cesar Cervantes Date
Euyer ‘ ) i Date

Note: Optional fields will appear as blue or purple and will be marked.
ITHE MAI | ERS INLLUUEUD IN IUN UF UisFUIES PRUVISIUN 1U NEUIHRAL ARBITRATIUN.
Buyer's Initials 'l Seller's Initials I

3. Click Finish Signing to complete the process or Stay Here to review.

Finished Signing
You've completed all your document(s)! If you're finished with this document(s), tap Finish below to confirm your signatures
and other entries on this document(s). If you want to spend more time reviewing the document(s), select Stay Here. Just hit

Finish Signing when you're done.

Clients will see a Thank You page and be able to Review the forms
there. Clients will be automatically emailed PDF copies of all signhed
forms. Agents will find these forms in the appropriate Transaction file.

Note:

Agents will also receive an email with a
link to PDF versions of the signed
forms and notifications updates inside
zipForm®.

You have successfully completed all required actions

Thank you for submitting your signature online.
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® Checking the Status of Requests for Signatures
Observe the progress, resend, change, or cancel any signature
requests you have made for this transaction. ‘ "' --
1. Click on the e-Sign tool. —i
2. Click on Check Status. {sm
3. Click Check Status on the forms you sent. | “"** "

Listing @ 123 Main - Submissions

Submission Name Submission Date Status
¥ Unnamed 1 hour age Completed Check Status
n
* Unnamed 22 hours ago InProgress
4. Modify signature tasks as needed.
5. Cancel the request for signatures if needed.

6. View a log of signing activities and who completed them.
Note: These functions are available for 30 days after sending forms.

7.Send a reminder email if needed.
8. Edit the email address if needed. e
9. Include a link for clients to start ‘

signing.

Select All Clear All

v
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Helpful Links and Notes

FREE YouTube Training Videos Live and Pre-recorded Webinars
www.youtube.com/zipLogix car.org/education/webinars/
FREE Training Guides from C.A.R. Step by Step Instructions
car.org/tools/zipform/forms/ car.org/tools/zipform/forms/stepbystep/
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