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Global Template

Create custom templates containing forms, placeholders, and folders for specific offices within your
brokerage (Office) or for all users within your brokerage (Global). Office and Global templates are
editable by Broker Admins only.

Create an Office Template (for a specific office) or a Global Template (for all users)
You can create templates for a specific office or offices and for all users within your zipForm brokerage account.

1. Open a browser and login to your zipForm
brokerage account at www.zipformplus.com. € IS D itz e

2. Click Templates and select Forms and
Checklists from the menu.

Docinbox Tasks Contacts Partners EliteAgent More @ L 1
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3. Click New+ to create a new template.

Dashboard Forms Transactions Templates ¥  Docinbox Tasks

4. Select a template type. X

New Template

Al @ O E

Office Template |
e . Template Information
You can create a template for a specific office, or

offices, within your brokerage account. Name*
1 Com plete the fO”OWI ng fle|dS . * Listing Template - Jackson's New Office
e Name — (required) type the name of the Category* scope
temp|ate_ # © Residential Farm and Ranch Personal
. Industrial Manufactured Home Global
e Category — (required) select the property type Multiunit Co-0p - O Ofiice
for th|s temp|ate. Condominium Unlisted
Commercial Other
e Scope — select “Office” to create a template for Vacant Land
a specific office or offices in your brokerage puto Apply
account. * © Do not automatically apply this template to new transactions
° Auto App|y — (lf app'icab|e) Choose Whether to Automatically apply this template to Listing/Residential new transactions
autOmatlcally apply thIS template or |ea\/e as Automatically apply this template to all new transactions
the default of “Do not automatically apply...". Compliance Options
° Compliance Options _ thIS is ON by default *AHOW agents to edit and delete items applied fromth\stemp\até>
ThIS Setting a"OWS agents to delete fOI’mS inside Office Location(s) to Apply this Template to
a transaction that this template was applied to. Jackson's New Office «

It is recommended to leave this setting ON.
Q | Searc ®
e Office Location(s) — (required) click the mp | @ jacksons New Office
dropdown menu and check the box next to the ) Bay East Broker
office, or offices, that this template applies £ CAR Forms Review E2R) - - |
O CAR Brokerage - CAR Trainers
tO O Hillhurst Office B

[ Julie's demo office - 2019
2. Click to continue.

www.car.org/transactions/zipform/forms
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Template Information

You can create a template for all users in your

brokerage account. Name*
H . Listing Te late - ALL
1. Complete the following fields: e Lising Template
e Name — (required) type the name of the Category* Scope
template. # ° Residential Farm and Ranch Personal
. Industrial Manuf d H Global
e Category — (required) select the property type Ju:::i C;:)“pa““’e ome - °Of‘;(:
fOr thlS template' Condominium Unlisted
e Scope — select “Global” to create a template for Commercial Other
all users in your brokerage account. Vacant Land
e Auto Apply — (if applicable) choose whether to Auto Apply
automatica”y app|y this temp|ate or leave as # © Do not automatically apply this template to new transactions

Automatically apply this template to Listing/Residential new transactions

the default of “Do not automatically apply...”.

e Compliance Options — this is ON by default.
This setting allows agents to delete forms inside Compliance Options
a transaction that this temp|ate was app“ed to. # Allow agents to edit and delete items applied from lhistemp\ate?
It is recommended to leave this setting ON.

Automatically apply this template to all new transactions

Select Template

. Save v ) My Templates
2. Click - to continue.

3. Click the All Forms button on the top right
side to add forms to the template from your
form libraries.

urrently modifying  Listing template. Click here if you want to create a new Listing transaction.

4. Functions in the Form Libraries menu:

FORM LIBRARIES
e Library — click the dropdown arrow to , :

the right of the library name to select a California Association of REALTOR
different library or to select “All Acronyrm: CAR Version: 1279.0
Libraries”. '

e Search —type a form name, a Keyword wmp Search for name or desc
in the form name, or a form acronym in
the search bar to search for a form. ALL AZ

) California Residential Purchase Agree...
e Forms in blue — forms that have a > Cover Sheet

blue highlight are already in your
template and cannot be selected
again. 48-Hour Notice of Inspection Prior to T...

.Residential Listing Agreement - Exclusi...

Addendum No #1 - 12/21
e Add aform — click on the name of a _>[ R e ]
form to add it to your template.

Addendum No #3 - 12/21
5. Click to close the menu. Addendum No #4 - 12/21

www.car.org/transactions/zipform/forms
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Click Parties to add your

brokerage name and broker
license number to the Listing
Agent or Selling Agent roles.

Click Back to List to exit the
template and return to the Click Checklist to create
Templates tab. a custom checklist for

\ i this template.

Click Organize to
drag and drop forms
into a different order.

Click Add Doc
to upload PDF roos B
files and create | i/t Y ! B:
placeholders. - : ;
:Al 2 oL L 2 e Click SET DUE

Click Add Folder DATE to assign
to Create fO|derS Cover Sheet - | COVERS] _ AL :.:-_ Addend 7. RN saller Counter .::.. - _.7 ‘e Counter Agentvisual Inspectia form due dateS
to organize forms. <4—— relative to

transaction
events.
£ | P 2 i 24
6. The template you created will display at the
top of the ||St Dashboard Forms Transactions Doclnbo
[+ +
e
v v
Listing Template - Jackson's New Lease Listing Template SOUTH |

jackson's New Office jackson's New Office CAR Brokerage

R R

Viewing Templates on the Templates tab: To view template details, hover your mouse over a
template, click the blue dropdown arrow, and select
Template Details from the menu.

Dashboard ~ Forms  Transactions | Templates ~ | Docinbox asks  Contacts  Partners  EliteAgent v Admin Tools ~ Ja¥ 1
& © +
Clauses New Import
TAllv Filt T Sort T =

Listing Template NEW Lisitng Company Templat@ Listing Template - Jackson's New New Lease Listing Template
E EA E ﬂ

Global Template Office Template Office Template Office Template
— multiple offices — single office — single office

www.car.org/transactions/zipform/forms




