Managing Transactions (Template Creation) with zipTMS®

1. Once signed in to your zipForm® Plus account, navigate to “Templates,” on your Navigation Bar.
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2. Here, create a Template: a time-saving packet of data that may contain forms, documents, checklists,
and/or any other piece of information that may be re-purposed for multiple, similar transactions.

To begin the new template creation process, click “New” on the toolbar.
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3. After clicking “New,” a launch pad will appear. From here, choose your template type®.

*Your template type establishes a condition for the type of transaction to which the
template will be applied.

New Template

Select a template type to get started
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Managing Transactions (Template Creation) with zipTMS®

4. Once a template type is selected, the “Template Information” window will appear.
e Enter the Template name, then select the Property Type and Scope®.

e Individual Agent accounts will automatically default the scope to “Personal.” “Global” and “Office”

Scope selections are only available in Brokerage/Multi-user accounts, and are established by the
Administrator.

o Click “Save,” at the bottom of this window, once all information has been entered or selected.

Template Information

Name

Buyer Transaction Template

Property Type Scope
© Residential Vacant Land © rersonal
Industrial Farm and Ranch Global
Multiunit Manufactured Home Office
Condominium Co-Op
Commercial Unlisted
Auto Apply

Do not automatically apply this template to new transactions
© Automatically apply this template to Purchase/Residential new transactions

Automatically apply this template to all new transactions

Select Template

Select Template v

Cancel x Save v

5. Upon clicking “Save,” You will be taken to the “Documents” area. Click the “All Forms” button, on the right-
hand side of the screen, to add forms to your new Template.
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Managing Transactions (Template Creation) with zipTMS®

6. Clicking “All Forms” will expand your form libraries. Select forms to add to the new Template by clicking on
the name of the forms from the list presented.

Form - Addendum To Buy-Sell FO RM |_| BRARl ES

Agreement was successfully added.

Acronym: ZIPDEMO Version: 67.0

ZipForm Demonstration Library ‘
v

Search for name or description

ALL s AZ s

Addendum

‘Addendum To Buy-Sell Agreement
Buy - Sell Agreement

Counter Offer

Lead-Based Paint Disclosure

Option To Purchase

Standard Listing Contract Exclsuive Right ...

7. Once forms for this template are added, click on the form preview to open any form. Then, make any time-
saving entries™®.

*Remember to make entries that will be able to be re-purposed for multiple transactions of this type. You
may wish to leave transaction-specific fields (e.g. Buyer, Seller, or Property information) blank, to be filled
out later within the transactions themselves.
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Seller 2 Marital Status -

SELLER/LANDLORD THREE INFORMATION

Seller 3 Name

Street Address

City

State S
ZipCode ................
Home Phone Number
Work Phone Nurmber ..
Fax Number B
Cellular Phone Number
Email Address -
Seller 3 Marital Status

SELLING BROKER INFORMATION
Selling Broker Firm Name ional REALTORS
Selling Office ID#: B
Street Address . AZ Way
City B Fraser
State . I
ZipCode ................ 48276
Telephone Number B (58E)TTT-1111
Fax Number -
Selling Agent Name N Lorraine Larkin
Agent | N -
Agent's Phone Number . BEE3333333 |
Cellular Phone Number (586)424-2424
Email Address B @gmailcom |
Selling Agent Lic#

LISTING BROKER INFORMATION

Listing Broker Firm Name . .
Listing Office ID#:

Street Address

Ci
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Managing Transactions (Template Creation) with zipTMS®

8. Open a different fillable form added to the Template, if applicable. You will notice that information
entered into the Template form fields will auto-populate the same fields, if they exist, in other forms.
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65 Ifinterest is pavable to the Broker it is aareed that sums so paid are consideration for services rendered

66 Exceptional REALTORS y

67  (Selling Real Estate Firm/ Phone Number) (886)T1T-TT1T (Signature of Salesperson)

68  FINANCING CONDITIONS AND OBLIGATIONS: Lorraine Larkin

69 BUYER'S REPRESENTATION OF FUNDS: Buyer represents that they have sufficient funds for the down
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Al contingent source of such funds unless otherwise expressly set forth herein

/) TIME FOR COMPLETION: If third party financing of the type specified herein is required by the terms of this

73 Agreement (includes assumptions, contracts for deed, and lender financing), the closing shall occur on the date

74 specified or as soon thereafter as financing is completed, but no later than days after

75 the stated closing date.

76 LOAN APPLICATION: If Buyer fails to make written application for financing and pay to the lender any required

77 fees, apply for assumption of an existing loan or contract, or initiate any action required for completion of a contract

78 far deed by 5:00 P.M. (Mountain Time) (date)

79 Buyer will be in breach of this Agreement and Seller can exercise Seller's remedies under this Agreement.

80 DISCOUNT POINTS: If a Buyer obtains financing from a lender requiring discount points, Seller aarees to pay

81 discount points up to a maximum of percent ( %)

82 of the Buyer's loan. Seller's obligation will not exceed $ . Any funds paid by Seller as set forth

83 above shall not be used for the origination fee, closing costs, reserves, or any other costs. Buyer shall pay all other

84 discount points.

85 V.A. BUYERS: It is expressly agreed that, notwithstanding any other provisions of this contract, the Buyer shall not

86 incur any penalty by forfeiture of eamest money or otherwise be obligated to complete the purchase of the

87 Property if the contract purchase price or cost exceeds the reasonable value of the Property established by the

88 Veteran's Administration. The Buyer shall, however, have the privilege and option of proceeding with the

89 consummation of this Agreement without regard to the amount of the reasonable value established by the

90 Veteran's Administration

N F.H.A. BUYERS: In the event funds for the transaction anticipated by this Agreement are to be derived from

92 an FHA. insured loan, it is expressly agreed that, notwithstanding any other provisions of this Agreement,

93 the Buyer shall not be obligated to complete the purchase of the property described herein or to incur any

94 penalty by forfeiture of eamest money deposits or otherwise, unless the Buyer has received a written

95 statement issued by the Federal Housing C i Veteran's Adr 1, or a Direct Endorsement

96 lender setting forth the appraised value of the Property for mortgage insurance purposes of not less than the

97 amount set forth in the APPRAISAL PROVISION section, which amount is incorporated herein by reference.
The Buyer shall have the privilege and option of proceeding with the consummation of this Agreement without
regard to the amount of the appraised valuation made by the Federal Housing Commissioner. The appraised
valuation is arrived at to determine the maximum mortgage the Department of Housing and Urban
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9. Once all time-saving entries within the Template’s fillable forms are made, the Template is ready to be
applied to a Transaction. Alternatively, add other pieces of data to the Template, including outside
documents, placeholders, and/or checklists.

To add an outside document (PDF) to the Template, click the “Add Doc” icon on the toolbar.
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Managing Transactions (Template Creation) with zipTMS®

10. By clicking “Add Doc,” you will activate a Launch Pad which reads: “Add a Form, Placeholder, or
Document,” and displays multiple options for adding forms or documents to your Template.

Click on the applicable option to select documents to add:

e “Browse for Document” allows an outside document to be pulled into the Template from your
computer.

o “Create Placeholder” creates a reminder slot to add data at a later time.
e “Add Form” presents a shortcut to your forms library.

e “Dropbox,” “Google Drive,” “Box,” and “OneDrive” all allow you to pull documents in from a
cloud-based source on which you may have stored it.

Please note: Any forms/documents/etc. added from outside of zipForm® Plus will not be fillable or

.
editable.
Add a Form, Placeholder or Document
Browse for Create Placeholder Add Form
Document
33 box
% &
Dropbox Google Drive Box
OneDrive
Cancel x|

11.Once all applicable forms, documents, and other data are added to the Template, you may create a
Checklist, if desired, to be re-purposed for the same type of transaction. To create a Checklist, navigate
one tab to the right of “Documents” to “Checklist.”
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Managing Transactions (Template Creation) with zipTMS®

12.From the “Checklist” tab, add Checklists, and create action items (Tasks) within each of
those Checklists. Click the “New Checklist” icon, on the toolbar and, establish a name for your Checklist.

Once finished, click “Save.”
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Cancel x Save v

13. Below your new Checklist name, click on the pen icon to establish a Category name and color. Create a
Category name with a color for your Checklist by selecting a color of your choosing, click “Save”.

Edit Category

Checklist Pre-Approval

Category ‘ Pre-Approval \‘
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Cancel X Save v
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Managing Transactions (Template Creation) with zipTMS®

14. Click on the “Create a new task” icon to establish any Task as a sub-set of a Checklist. Create
specifications and conditions for Tasks, such as due dates, requirement conditions, or Task notification
specifications, click “Save”.

Pre-Approval > New Task

Task Name Category

Income Verification Documents Untitled

Due Date Required

© None Relative

Responsible Party

Buyer(s)

Notify responsible party when due

Documents Description
Attach Documents ~

® | Create a new task

Cancel x NEEETEE

15. A robust Template Checklist might look like the following:

Marketing - Category

| @ |createanew task
TASK NAME DUE DATE REQUIRED DOCUMENTS RESPONSIBLE PARTY DESCRIPTION

Add Marketing Piece 10 days before Date of Contract Yes

Closing - Category.

| @ |createanewtask

TASK NAME DUE DATE REQUIRED DOCUMENTS RESPONSIBLE PARTY DESCRIPTION
Contact Lender 1 day before Closing Date Yes
Set Closing Date 5 days before Closing Date Yes

Post-Closing - Checklist + New Category
Post.Closing - Category

| ® |createanewtask

TASK NAME DUE DATE REQUIRED DOCUMENTS RESPONSIBLE PARTY DESCRIPTION

Post-Closing 10 days after Closing Date ves
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Managing Transactions (Template Creation) with zipTMS®

16. This Template is now ready to apply to any Transaction of the same transaction and property type
specifications.
o The Template data will now be reflected within your Transaction any time this Template is manually
or auto-applied.
e Any time-saving entries to the Template forms will also carry over into Transactions. Your Template
Checklist(s) will allow you manipulate due dates within the context of the Transaction.

zZipFormPlus’s vmﬂ & ® Qecorvonr-

Please note: Any modifications to Template data within a Transaction will not alter the content of the
original Template. Any existing Template may be edited at any time. Any form revisions made at the
request of your state/local association will be automatically updated, while retaining all saved Template
information.
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