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DocuSign is a third-party, paid signing service that is available to use to send documents for signature
from your zipForm transaction. Follow the steps in this guide to create and send your signing packet
using DocuSign.

Set your Default Signing Service

It is important to set the default signing service to DocuSign in your zipForm profile before you start a signing packet.

1. Inside your zipForm account, click the photo
in the tOp rlght corner. ctions  Templates ¥  Docnbox  Tasks  Contacts  Partners  EliteAgent v ® = _"1

2. Select Profile & Settings from the menu.

E
m

3. Click Settings in the gray navigation bar.

About Me Sign In & Security Offices Forms Products Settings Notification Settings

4. In the E-Sign Options section, click the
radio button next to DocuSign. ‘ Gose x|

. Link Existing DocuSign Account .
5. hen cick MM © Ik cagmopmon

your DocuSign account.

Authentisign
l © Docusign® l

‘ GefDocuSign Subscription(s)

v

Link Existing DocuSign Account

6. Enter the email address associated with v —————————
your DocuSign account. # docusign
7. Click to continue. begin to Decusign
Emal
*
8. Enter the password associated with your (O
DocusSign account. # docusign

9. Click to continue. Logln

-

www.car.org/transactions/zipform/forms




CALIFORNIA

zipForm® Plus: Using DocuSign inside zipForm & rssociation

? OF REALTORS®

A message stating “Your account was linked ourbons o ersstio] | Youraccountwashnked suceesstuly s
successfully” will display at the top of the
screen.

10. Email Options — (optional) click the slider

AboutMe  Signin &Security ~ Offices Forms  Products  Settirgs  Not 5 nuTransaction C|

m o

to “ON” if you'd like to receive an email 4
notification from zipForm when signed E-Sibn Options
documents have been returned to your | —
transaction. © pocusigne

11. Click “ at the top left to save your

changes.
[ LUnlink DocuSign Account
i ‘ Close X ‘ .
12. Click L at the top left to exit your e ehis s 2 shared oamputer, o> betzer protect your ifmation we recommend you Lnfink your account when youve finished Lsing
profile.

Email Options m

Start a Signing Packet

There are multiple ways to start a signing packet inside a zipForm transaction. This section will cover the two ways to start a signing
packet inside the Form Editor, either with selected forms or with all forms in the Workspace.

Inside the Form Editor

1. From the Documents tab inside your
transaction, click on a document to open it in
the Form Editor.

SELECTED FORMS
1. Check the box(es) next to the form(s) you'd

like to send for signing. You can select forms in DISCLOSURE REGARDING Forms and Documents 2.
both the Workspace and Grab From oy oo S
Transaction sections. o it aacton for a easehod res exceeding oo year 2 per i 400 =
2. Click in the Wo rkspace to start a o1 acts as the agent for the Seller only. A Sefer's agen or a subagent of that ”T .
signing packet with the selected forms. e - crave
performance of the agent's duties. tarket Conditions Advisory X
.\Fal_er.w,aréclrgtn ue or Gesirasilty of the gropery that are not known 15 1 B
Go to the next section labeled “Create and
. . . . the agent is nat the Seller’s rlelenciim Nex #1 - 12/21 v T -
Send a Signing Packet” to continue with =
. . Y ¥ s with the Buyer.
your signing packet. pertmance o e sgens dues @
Of More Salespersor Nd Droker associates, can legally be the agent of both
B o By king and Storage Disclosure -

www.car.org/transactions/zipform/forms
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ALL FORMS IN THE WORKSPACE
1. (optional) Click and drag any additional

8 2 EMF
@)

- . g

forms you'd like to send for signature from the JSCLOSURE REGARDING Forms and Documents
. . STATE AGENCY RELATIONSHIP

Grab From Transaction section to the e requea b et ooy

WO r kS p ace. wilh a transaclion for a leasehold Interest exceeding one year as per Chil

regarding a real estate fransaction, you should from the outset understand California Residential Purchase %

110 have with the agent in the transaction. Agreement - 12/22 u"\‘?l\ru
- \gresment - 12/ STin
2 Click # PREPARE SIGNING to start a signing acts a8 the agent for the Seller oniy. A Seler's agent or a subagent of tat -

. . esty and loyally in dealings with the Seller.

packet with all forms in the Workspace. tomance o th agents utes. Market Condiions Acvisory -+ X
221

terially affecting the value or desirability of the property that are not known 1o, |:|

the parties. An agent is not obligated to reveal to either party any confidential

s not involve the affirmative duties set forth above.

Go to the next section labeled “Create and

Addendum No #1 - 12/21 X

as agent for the Buyer only. In these situations, the agent is not the Seller's
H H th H H ~sation for services rendered, either in full or in part from the Seller. An agent
Send a Signing Packet” to continue with

R s »sty and loyalty in dealings with the Buyer. o '
your sighing packet. htrmance of e agents cuses

serially aflecting the value or desirability of the property that are not known to
the parties. An agent s not obligated to reveal to efther party any confidential Cover Sheet +
S not involve the affirmative duties set forth above. -

FEEDBACK

- more salespersons and broker associates, can legally be the agent of both
<nowledge and consent of both the Seller and the Buyer.
matiua ARlinstione tn hath r and the Buar:

Buyer Counter Offer #1 - 6/23 +

Create and Send a Signing Packet

After starting a signing packet with either selected forms or all forms in the Workspace, you will create and send it to the recipients
for signature.

Select Forms

On this screen, you can add new forms, remove
forms, and rearrange the order of the forms.

1. E-Sign Packet Name = this is the name of the
folder that the system will create when signed
documents are returned to your transaction. You
may edit the packet name, if desired.

NOTE: Only the agent can see the packet name — it
is not visible to signers or anyone else.

2. Return Folder (optional) = the system will B
automatically create a folder for the signed
documents to be returned to, however, you may S

select a folder that you created, if desired.

3. Documents: Q a o Q

o D = click and drag to rearrange the order of R
the documents in the list. “
° D = click to delete a document from the
signing packet.
. > . .
4. Click at the top right to continue.
Select Parties o R a -

1. Check the box next to the name of each
person that needs to sign documents.

1
2. Click when you’re finished selecting =
signers.

—’.
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3. Signing Order = the signing order is on by
default when using DocuSign through zipForm. If
you’d like everyone to get their invitation to sign at
the same time, then uncheck the Signing Order
checkbox.

4. D = (optional) Click and drag to rearrange the
order of the signers. This only applies if the Signing
Order is on.

5. D = Click to edit the signer’s name or email g o
address, if needed. p—
S 8
6. D = Click to delete a signer from the signing
packet.
. NEXT > . .
7. Click - at the top right to continue to
DocuSign.
378 Cadarbras Lana, Point Loma @ AcTioNs v PREVIEW
There are some forms that may require you to . o 8
manually place tags. o sacen x s
| standars ks
It is recommended to scroll through the “Hem :
documents in the middle of the screen and do &) cam N AL LICe RECAPY 1 A S0 SF T LSRN MRS T PORTINSGF 1 CCo€ PRATES o
. . B Date Sgned Buyer (] Seter Lot g Jow Bupes Cane [G5 5700
a visual check to see if there are any b o Do Pt
documents that need tags placed manually. o [ — PP p— - o
& e ostiomns upence 1o
Ee————— e st 11 it - [
7] o v
S | N— — '

Place Tags Manually
-
Some documents may require manual placement of

tags if they are not mapped automatically for you. [ Leste Boone . II - o
Follow the steps in this section to place tags

manually, if needed. Jos Buyer
L. ) Mary Buyer
1. Select the Recipient = click the dropdown v @ Lesie Boone Property Address: 3791 Cedarbrae Lane, Point Lom:
menu at the top left to select the recipient REAL ESTATE BROKERS SECTION
youd like to place tags for. | o 1 ot g ot e ot

2. Click and drag the tags from the menu on
the left over to the document. -
3. Repeat the above steps for each signer that R «
needs tags placed manually on documents.

Property Address: 3791 Cedarbrae Lane, Point Loma, CA_§2660 Date: August 27, 2024

REAL ESTATE BROKERS SECTION

1, Real E: are not p and Seller.

Agency relationships are confirmed as stated in paragraph 2.

entation of Offer: PUrsuaNt 10 the National Assocalion of REALTORS® Standard of Practice 1-7, if Buyer's Agent makes &
wikien request, Sellers Agent shall corfirm in witing thal this offer has. been presented 1o Seller
Aggnts’ Signatures and designated electronic delivery address:

2.
B

bfe s Fiim catifornia Assoctation of Reaitors. ORE Lic. # 117111117
ol & Losilo Boons DRE Ui # 22222222 Date{aERTSRE0E]
oy DRE L Date

Ao 528 5. Vil Avene Ciy Los Angetes Sito CA 25 9000

www.car.org/transactions/zipform/forms
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Edit Email Invitation (optional)

1. Click Actions at the top right and select Edit

Message from the menu.

2. Email Subject = (recommended) this is the
subject line for the email invitation that the signers
will receive and what you’ll track this envelope by in
your DocusSign account. It is recommended to add
text to the Email Subject, such as the documents
you are sending (i.e. “Offer Documents”, “Seller
Disclosures”, etc.), so the signers know what they
are receiving.

3. Custom email and language for each
recipient = (optional) check the box if you'd like to
type separate messages to each recipient.

4. Click m to return to your signing
packet.

Edit Recipients

1. Click Actions at the top right and select Edit
Recipients from the menu.

2. Set signing order = check the box for the
recipients receive their invitations to sign in a
specific order.

3. Needs to sign/CC = if you'd like to CC a
recipient, click the dropdown menu next to
“Needs to sign” and select “Receives a copy”.

4. @ = click to delete a signer from the
signing packet.

5. Add Recipient = click Add Recipient to
add additional signers or a CC.

6. Click m to return to your signing
packet.

4% ¥

]

SEHIET OF DUYET TTOM 1 TESPONSIDINY 1 PIOWCL 1S OF Ner

Jequately express your understanding of the transaction. A

1x advice is desired, consult a competent professional

=t yoursell, including as 1o those facts about the property
compatent professional because the federal and state tax
disclosure form, depending upon the number of agents

' more than a casual relationship lo present you with this

ou, considering the relationship between you and the real
2 provisions of §§ 2079.13 to 2079.24, inclusive, of the

negotiable.

Message to All Recipients

Dust:n— email and language for soch recipient

Email Subject *

w751 Coclorirce Lane, Point Loma

Email Message

Enter Message

(0]

® ACTIONS v PREVIEW
SAVE ANP CLOSE SHORTCUTS l-.
DISGARD
ts Q‘
Edit Recipients

ipresentati... A

Edit Documents

Advanced Options

ACTIONS v PREVIEW

1% ¥ =

SUIBT OF DUY 1M U TESPUNSIBINY WU POWCL 1S O 1t
iequatsly express your understanding of the transaction. A
ix advice is desired, consult a competent professional.

ot yourself, including as to those facts about the property

competent professional because the federal and state tax

disclosure form, depending upon the number of agents
+e more than a casual relationship to present you with this
ou, considering the relationship between you and the real
= provisions of §§ 2079.13 to 2079.24, inclusive, of the

negotiable.

Edit Recipients

q *4 ADD RECIPIENT

SAVE AN CLOSE  syoRrTCUTS L]

Edit Message

Edit Recipients presentati... A
1]

Edit Documents

Advanced Options

# NEEDS 1O SIGH custamize ~ Cl

www.car.org/transactions/zipform/forms
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Add PDF Documents

1. Click Actions at the top right and select Edit
Documents from the menu.

2. Click m to upload PDF files

saved on your device or in cloud storage.

3. Rearrange the order = (optional) after
uploading your PDF files, click and drag to
rearrange the order of the documents, if
desired.

4. Click m to return to your signing
packet.

Preview (optional)

1. Click at the top right to preview

the tags for each signer and to see what your
client sees when they open the signing
invitation.

2. Viewing as = select the signer from the
dropdown menu that you’'d like to view signing
tags for.

3. Client Controls:
o Qa @
¥

= zoom in/out

° =" = download
e B —print

e Use the scroll bar on the right to read
through the documents.

e Click Fsmer
signing.
4. Click the gray ‘X’ at the top right to exit
Preview and return to your signing packet.

on the left to start the

(® ACTIONS v PREVIEW
1% v E SAVE ANDJCLOSE | sHoRTCUTS L
ST T DUYT ITOTT U1 ESPUNSIIINY 1 PIOLEEE 1S OF e DISC4RD
Jequately express your understanding of the transaction. A
1 advice is desired, consult a competent professional ts ﬁ
ot yourself, including as lo those facts about the property Edit Mesgage
compstent professional because the federal and state tax

Edit Reclients

ipresentati... A

disclosure form, depending upon the number of agents
'e mare than a casual relationship to present you with this
ou, considering the relationship between you and the real
2 provisions of §§ 2079.13 to 2079.24, inclusive, of the

Edit Documents

Advanced Options

negotiable. R

Upload 2 Document

California Residentiol Purchas_.

@ AcTiONs v PREVIEW

: ]
© o B 0 124% ¥ E swortcuts
A — T —— i gy w e

18, You should ulen.lyrem = agreu‘eﬂ\sloass.le"\arney mem.aleqe p(ess yﬁ[ m«mmngmmnnsm:n s -

30em i 5 parson qualiben 1o advise Sbout real estate. If gal O tax BOVICE (S OSSIEQ, CONBUT & Competent professonal

+ Buyer, you have the duty 1o exercise reasonable care 1o prolect yoursell, including as to those facts about the property
own 10 you or within your diigent aftention and abservation
3 3 Buyors shoukd srngly consider bt lex sdves bom 2 competent roiossionsl because e federstand ssketax
,cslfatri nsacion can be complex and subject 1o change.
Property ansaction you may fecsive More than one disciosure form. ng upon the number of agents
Tha Wansacion. The i 1eQuIres S8Ch Bgent W WhOM you have MmOrs Tar & CAB rIBRLNEI 10 prsant you whh (e
‘orm. You should read its contents each time it is presented io you. considering the reiationship between you and the real
£ your speciic ransaction This disclosure formn includes the provisions of §§ 2078.13 1o 2075 24, inclusive, ol the =
set forth on page 2. Read it carefully. *
3l estate broker commissions are not set by law and are fully negotiable. -

RECEIPT OF A COPY OF THIS DISCLOSURE AND THE PORTIONS OF THE CIVIL CODE PRINTED ON

HOWLEDGE
ND PAGE.

Seer| | Landiond 'M:'_L

Joe Buyer Date [pate signed
Seder| | Landiord | |Tenant|_ .

L= Mary Buyer Date |Date Signed)

www.car.org/transactions/zipform/forms
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Send for Signature

: SEND .
1. Click at the bottom right to send

the signing packet to the recipients for
signature.

2. After you see the message “Thank you for
using DocuSign®!”, close the tab in your
browser.

3. IMPORTANT — Next, return to your zipForm
transaction in the browser:

e PC Users — hover your mouse over
your browser icon in the taskbar at the
bottom of the screen, then click on the
window that displays your zipForm
transaction.

e Mac Users — click the menu labeled
Window at the top left of your browser
screen and select “Transactions
(zipForm Edition)” at the bottom of the
menu.

[ [p——

F [ seranee

P
&) sare

(@) oste sigras

©® acmowns v PREVIEW

somas

Gl G st o
broaa negotiatie.

IWE ACKNOWLEDGE RECEIPT DF A COPY OF THIS BISCLOSURE AND THE PORTIONS. OF THE CIVIL CODE PRINTED DN
THE SEGOND PAGE.

dow Bupus D [Gate Signed

Mary Buyes Do [Gake Sioned)

(&] rams o omew ==
- o Loxtn Boane ORE e # 2222722 7 L
B compeny — &
™ AD REvISED Bz8 PAGE 105 37
_ = OISCLOSURE REGARDING REAL RELATIONSHIP (AD PAGE 1 OF 2) ‘
T et
(8] Crsckos
=
€ c ptormplus comy . P 3 4 eaadevent=Se Q % o 0
» n s @ L) Q Q (=] o o (=]

PC Users:

Mac Users

Bookmarks  Develop:

¢

ya

Txn Tools v

Select All v/ ‘

v @ Active

7112 Tarkiln Hill | ana Canuan

CrRF WNRKSHNP SERIES

@ Thank you | CALIFORNIA ASSO. an:

zipForm Edition) 2

O New .

m @

Window  Help

Min mize

Zocm

Tile Window to Left of Screen
Tile Window to Right of Screen
Mo e to Built-in Retina Display
Arri nge Tabs By

Shc w Previous Tab

Shc w Next Tab

Go o Previous Tab Group

Go o Next Tab Group

Pin Tab

Du licate Tab

Mo e Tab t

Me e All W

Bring All to Front

v Transactions (zipForm Edition) 2409.180118

18427 Ath ST VIC
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Track the Status, Correct, or Void a Signing Packet

You will login to your DocuSign account directly on the web to track the status, correct, or void a signing packet.

1. In your browser, go to www.docusign.com
and login to your DocuSign account. < C % docusign.com

Track the Status

1. Click Agreements at the top left.
2. Click the Sent folder on the left-hand side to Sent

view signing packets you’ve sent. Shared Envelopes - P —

+ [5] ENVELOPES

® docusign Settings

NAME sTaTUS
[ Inbox

[ —
B Semt 0 3791 Cedarbrae Lane, Point Loma S for 2 s
To: Leske Boone, Mary Buyer +1mor

@ Completed

3. Click the link labeled “+1more” under the
packet name to view all signers for this packet.

NAME STATUS LAST CHANGE

4. Click the link labeled “Waiting for 3 others” B e e e
to view who still needs to sign.
. .
5. Click to automatically resend the
signing invitations to everyone listed under
“Waiting for others”.
Correct a Signing Packet
. - Sent
1. Click on the name of the signing packet to en
Open |t Q, Search Sent and Folders Last 6 months = Status = Advanced search = Clear

NAME STATUS LAST CHANGE +

oo Resend

2. On the next screen, click CORRECT  on the

top left side and make your corrections on the

next screens. You can correct things like email 3791 Cedarbrae Lane. Point Loma®
addresses, signing tags, and even add PDF Envelope D
documents if the recipients have not started From: Leslie Boone
. . Last change on 9/19/2024 | 12:47:06 pm
signing. Sent on 9/19/2024 | 12:47.06 pm
NOTE: You will be prompted to go through the @ Waiting for Others
signing packet steps as if you are creating the
packet fOI‘ the fIrSt time. # CORRECT MOVE RESEND MORE ¥

3. When you’re done with your corrections,

click L 22 on the last screen to send new

signing invitations to the recipients.

www.car.org/transactions/zipform/forms
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Void a Signing Packet

. Sent
1. Click L*_1 to right of the signing packet
you’'d like to void, then select Void from the
menu.

Q Search Sent and Felders Last 6 months Status = Advanced search = Clear

NAME STATUS LAST CHANGE ~
O 3791 Cedarbrae Lane, Point Loma ] 9/19/2024
961 North N Pk Tuk - Off 912/2024
O jor ace, Tulare - Offer @ voided
ans orrect
o Cop
0 5601W. Delaware Avenue, Visalia, CA - Offer 971012024
T B B i e Save femplate

—_—
M 1820 W. Club Drive, Visalia - Offer A 9/4/2024

2. Type a note to the recipients stating why
you’re voiding the signing packet. Void Envelope

3. Click m to void the signing packet and _ _ y . ,
L. By voiding this envelope, you are canceling all remaining sighing activities. Recipients who have finished
Send a message tO the FECIpIentS signing will receive an email notification that includes your reason for voiding. Recipients who have not yet

signed will not be able to view or sign the enclosed documents.

Reason for voiding envelope.

Type a note to the recipients stating why you're voiding the signing packet.

Characters remaining: 124

—bm CANCEL

www.car.org/transactions/zipform/forms




