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DocuSign is a third-party, paid signing service that is integrated into your zipForm account to send
documents for electronic signature from a zipForm transaction. Follow the steps in this guide to create,
send, track, edit, and void a signing packet using DocuSign.

Set your Default Signing Service
It is important to set the default signing service in your zipForm profile to DocuSign before starting a signing packet.

1. Inside your zipForm account, click the photo
in the top right corner and select Profile & cons  Templatzs v Docibax  Tsks  Comtacs  Parters  Elteagent v ° - g

Settings from the menu.

E
m

2. Click the Settings tab in the gray navigation

bar at the tOp About Me  Signin&Security  Offices  Forms  Products  Sewings  Notification Settings

3. In the E-Sign Options section, click the
button next to DocuSign to set this as your

default signing service.
4. Click to link your prentisign

DocuSign account. @nms'gn@

# Link Existing DocuSign Account

* If this is a shared computer, to better protect your information we recommend you unlink your account when

Email Options m

5. Type the email address associated with your .
DocuSign account. # docusign

6. Click to continue. Log in to Docusign

Enter your email to login

Email *

# Enter emai
NEXT

Sign Up for Free

7. Type the password associated with your _
DocuSign account. # docusign

. Logi .
8. Click to continue. Logn

& leslieb@car.org

Password *

# Enter password
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A message stating “Your account was linked
successfully” will display at the top of the
screen.

9. Email Options — (optional) click the slider to
“ON” if you'd like to receive an email
notification from zipForm when signed
documents have been returned to your
transaction.

10. Click “ at the top left to save your
changes.

Close X ‘

1. CIick“ ) at the top left to exit your

profile.

Start a Signing Packet

) TRANSACTIONS ror

namhnaw

Offices Forms Proc s Settings Notification Settings

E-§gn Options

puthentisign

© pocusigne

Unlink DocuSign Account

f this is a shared computer, to better protect your information we recommend you unlink your account when you've finished using

[ Email Options m 7 ]

There are multiple ways to start a signing packet inside a zipForm transaction. This section covers the two most common ways to
start a signing packet inside the Form Editor — 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
both the Workspace and Grab From
Transaction sections.

2. Click in the Workspace to start a
signing packet with the selected forms.

Follow the section below labeled “Create

and Send a Signing Packet” to continue
with your signing packet.

ALL FORMS IN THE WORKSPACE

1. Click to start a signing

packet with all forms in the Workspace.

Follow the section below labeled “Create
and Send a Signing Packet” to continue
with your signing packet.

NSCLOSURE REGARDING
STATE AGENCY RELATIONSHIP
{As required by the Civil Cods)
(CAR Form AD, Revised 12:24)

s agent under a buyer-broker —
¥ Bqreement the agent may rab From Transaciion
a Buyer has the fotowing 153

sty and loyaty in deal

ALL FOLDRRS =

HlOMMance of te agenrs auties.

oyt s ot o o ket Concitions Adisory 5724

salespersans and broker ass
dge and cansent of both tne S ead-Based paint and Lead-Based 4 I

e #1

JISCLOSURE REGARDING

ISTATE AGENCY RELATIONSHIP
(s required by the Civil Code)
(C.AR Form AD, Revised 1224)
with & transaction for & leasehold interest exceeding ane year as per Civil

1 regarding a real estale tansaciion, you should from the oulset understand
1o have with the agant in the ransaction.

acts as the agent for the Saller cnly. A Sellers agent er 3 subagent of that
vasty and loyalty in dealings with the Saller.
arformanca of the agenl's dufies.

serally affacting the valus or desirability of the property that ara ot
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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 the packet to the
signers for signature.

Select Forms

Add forms, remove forms, and rearrange the order
of the forms.

1. E-Sign Packet Name = this is the name of the
folder the system creates 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 - TP —
automatically create a folder for the signed
documents when they are returned to your
transaction, or you may select a folder that you
created, if applicable.

3. Documents:

o D = click and drag to rearrange the order of
the documents in the list

D = delete

° D = click to delete a document from the
signing packet

4. Click at the top right to continue.
Select Parties . - . .
1. Check the box next to the name of each |
person that needs to sign documents. v e

2. Click at the bottom of the window
when finished.

3. Signing Order = this is on by default. Signing
invitations will go to one signer at a time. If you'd like
everyone to get their signing invitation at the same
time, uncheck the Signing Order checkbox.

4. Optional features and functions:

° = click and drag to rearrange the order of (1)

the signers. This only applies if the Signing

Order is on.

7., o | ©) = L)
° = click to edit the signer’'s name or email : | o

address, if needed R g e

° D = click to delete a signer from the signing
packet

5. Click at the top right to continue to
DocusSign.

www.car.org/transactions/zipform/forms
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Some forms may require tags to be placed
manually.

It is recommended to scroll through every page
of the signing packet and do a visual check to
see if any documents need tags placed
manually.

Place Tags Manually

Some documents may require manual placement of
signature, date, and initial tags. Follow the steps in
this section to place tags manually, if needed.

1. Select the Recipient = click the dropdown
menu at the top left and select the recipient
that you need to place tags for.

2. Click and drag a tag from the left navigation
pane to the document.

Repeat the above steps for each tag that
needs manual placement. Remember to select
a different signer from the dropdown menu at
the top left when placing tags for multiple
signers.

Edit Email Invitation (optional)

This feature allows you to edit the subject line for
the email invitation the signers receive.

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

2. Email Subject = (recommended) this is the
subject line of the email invitation that the signers
receive and the name of the signing packet you'll

PREVIEW

me e o wrcuts

o i

Califomia Rasiden

DISCLOSURE REGARDING
REAL ESTATE AGENCY RELATIONSHIP
(A5 roquied by he G Gook)

(CAR Form AD, Revived 234

< | 972Main Street, Some City

Joe Buyer

Mar | Buyer

Edit Recipients

=

Date Signed

[E) Nome
Company

9 D @& 59

Both Sellers and Buyers should strongly consider obtaining tax advice from a com
consequences of a transaction can be complex and subject to change.
Throughout your real property transaction you may receive more than one disc
assisting in the transaction. The law requires each agent with whom you have mc
disclosure form. You should read its contents each time it is presented to you, o
estate agent in your specific transaction. This disclosure form includes the pra
Civil Code set forth on page 2. Read it carefully.

Note: Real estate broker commissions are not set by law and are fully negoti

UWE ACKNOWLEDGE RECEIPT OF A COPY OF THIS DISCLOSURE AND TI
THE SECOND PAGE. Son
X Buyer [ ] Seller | | Landiord | | Tenant |~ g

X Buyer [ ] Seller| | Landiord[ | Tenant| &

Agent California of Realtors
Real Estate Broker (Fim)
By o _______ Leslie Boone D
(Salesperson or Broker-Associate, If any)

Mote: Real sstate braker c

NSHIP

erest exceeding one year as per Civil

rou should from the outset understand
ion.

A Seller's agent or a subagent of that

Message to all recipients

Subject *

track in your DocuSign account. It is recommended  mm | oz o siee: some iy - orer

to add text to the Subject line, such as the name of
the documents you are sending (ex. “Offer”,
“Disclosures”, etc.).

3. Click m to save your changes and
return to the signing packet.

Message

Enter Message

T
aer [ ot [ Lantora Tonam | 2

NOWLEDGE RECE!

WE ACK
THE SEGOND PAGE.

o0 Buver Oot (GG
Wory Byer Dot (Do Sgre]
ORE i # 11111111

o ¥ 2220002 Date

PN

PREVIEW
SHORTCUTS

ts

ia Residen ~
Edit Recipients E____
Edit Documents
Advanced Options
—
X
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Edit Recipients (optional)

This feature allows you to edit the signer names and
email addresses, turn on the signing order, or add a
CC, if needed.

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

2. Set signing order = (optional) check the
box if you'd like the recipients to receive their
email invitations in a specific order.

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

4, @ = (optional) click to delete a signer from
the signing packet.

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

NOTE: signers added at this step will require
manual placement of tags.

6. Click at the bottom of the window to
save your changes and return to the signing
packet.

Add PDF Documents (optional)

This feature allows you to upload PDF documents
directly into the signing packet and rearrange the
order of all documents in the signing packet.

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

Upload ~
2. Click to upload PDF files saved

on your device or in cloud storage.

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

4. Click m at the bottom of the window to
save your changes and return to the signing
packet.

NSHIP

® Actions v

PREVIEW

Save ang Close SHORTCUTS

ts

Edit Me¥Bage ia Residen ~

erest exceeding one year as per Civil eSS

rou should from the outset understand
ion.

A Seller's agent or a subagent of that

Edit recipients

£ NeedstoSign v

Name *

O JoeBuyer

Email *

lesliebcar@gmail.com

Selling Agent

Nane *

D Leslie Boone

Email *

leslieb@carorg

NSHIP

erest exceeding one year as per Civil

rou should from the outset understand
on.

A Seller's agent or a subagent of that

Upload a document

Market Conditions A.
2 pages

Edit Documents

Edit Documents

Advanced Options

Customize ~ o

£ NeedstoSign v Customize +

Coneel

PREVIEW ‘

SHORTCUTS

Save ang Close

Discprd

ts
Edit Mesfage ia Residen ~

Edit Re(‘i)’l&‘ﬂls E___

Advanced Options

Addendum #1- 6/25
1page

F

Drop your files here or

# Upload ~

www.car.org/transactions/zipform/forms




zipForm: Using DocuSign inside zipForm

CALIFORNIA

ASSOCIATION
? OF REALTORS®

Delete Pages (optional)

This feature allows you to remove pages from the
signing packet before sending it for signature.

1. Click at the bottom right of the
thumbnail on the right side to remove a page
from your signing packet. Pages can only be
removed one at a time.

Preview (recommended)

This feature allows you to view any manually placed
tags as well as what the signer sees when they are
signing.

1. Click at the top right to preview

any manually placed tags and what the signer
sees when they are signing.

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

3. Client Controls (left side):

e Click to start signing

4. Client Controls (right side):

° D = download

Use the scroll bar on the right to view
the documents.

5. Click ‘X’ at the top right to exit Preview and
return to your signing packet.

Send for Signature

Send
1. Click at the bottom right to send the
signing packet to the recipients for signature.

PREVIEW

SHORTCUTS

a a
0 Documents ®
DISCLOSURE REGARDING

REAL ESTATE AGENCY RELATIONSHIP
{As required by the Civil Code)
{CAR: Form AD, Revised 1224)

California Residen ~

S
seing prowided in connection with & transaction for @ leasehoid interest exceeding one year as per Civil >
1

ssion with a real estate agent ragarding a real estate ransaction. you should from the outset understand
ip OF FEpresentaBbon you wish 1o have with the agent in e FANSacton

7 agreement with the Seler acts 35 the agent for the Seller only. A Saller's agent or 3 subagent of that
atve oblgabons
¥ of utmost care. integrity. honesty and loyalty in dealings with the Saler

easonable skil and care in performance of the agent's duties
| far dealing and good faith

facts known to the agent materially affecting the value or desirabiity of the property that are nol known fo,
aftenion and cbservasion of, the parfies. An agent is nat obligated 1o reveal to either party any confidential
from the other party thal does nol involve the affirmative dubes set forth above.

Uyers CoNSent. agres 10 act as agent for he Buyer only. This inchudes a Buyer's agent uncer & buyer-broker
h the Buyer. In these situalions, the agent is not the Seller’s agent, even if by agreement the agent may
wices rendered, either in full or in part from the Seller. An agent acting anly for a Buysr has the following

of utmost care. infegrity. honesty and loyalty in dealings with the Buyer

wasonable skill and care in perormance of the agent's duties.
1 fair dealing and good faith v

@ Actions v | PREVIEW |

SHORTCUTS

[ ] Documents

URE REGARDING

\GENCY RELATIONSHIP
irod by the Civil Code)
»rm AD, Revised 12/24)

California Residen ~
Pages: 25

L= - |
saction for a leasehold interest exceeding one year as per Givil .
=

[ Viewingas | JoeBupe T ]

—Em O

DISCLOSURE REGARDING
REAL ESTATE AGENCY RELATIONSHIP
(CARY

sec o8

DISCLOSURE REGARDING
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After the signing packet is sent, the message
“Thank you for using DocuSign®!” will
display in your browser.

2. Click X to close the tab in your browser and
follow the steps below for PC or Mac to return
to your zipForm transaction.

3. IMPORTANT - 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 and click on the
window that displays your zipForm
transaction.

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

PC Users

@ Thank you | CALIFORNIA ASSO. Transac

Thank you for using DocuSign®!

FPRF WNRKSHNP QERIES
et JCCESS

& DR SSIN AT CEATIEICATE NDDNRTIINITV

HEED 0 E 0 Q=B

Bookmarks  Develop

y

Txn Tools ~

Select All v/ ‘

Mac Users:

Window | felp

Mir mize

Zocm

Tile Window to Left of Screen
Tile Window to Right of Screen

Mo ‘e to Built-in Retina Display

Arr nge Tabs By
Shc w Previous Tab

Du licate Tab
Mo e Tal
Me ge A

Mu e This Tab
Mu e Othe:

Brirg All to Front

v Transactions (zipForm Edition) 2409.180118

Track the Status, Correct, and Void a Signing Packet

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

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

Track the Status

This feature allows you view the signing order, the
signing status for each signer, and resend signing
invitations.

1. Click Agreements in the top navigation bar.

2. Then, click the In Progress folder on the left
and select the name of the signing packet to
open it.

< (€]

25 docusign.com

T 72 Main Street, Soms City - Offer
- T e Cavtr o

= ®

Shared Envelopes

Advanced secrch v | Cloar All
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3. Signing Order — click to view if the signing
order was on or off when you sent the packet.

972 Main Street, Some City - Offer m 8
4. Status — view the signing status next to e s 0
each signer to determine if they have

completed their signing or still need to sign.

5. Resend - click the three dots at the top
right and select “Resend” from the menu to
automatically resend signing invitations to any
signer with a status of “Needs to Sign”.

Correct a Signing Packet

This feature allows you to edit a signer’s name and
email address, add/remove signing tags, set the
signing order, and add/remove documents.

Shared Envelopes

16Maths X Sonder v || Quickwows v | | Adwancod soach v | Clear All

1. Click Agreements in the top navigation bar.

2. Then, click the In Progress folder on the left
and select the name of the signing packet to

open it.

3. Click the three dots at the top right and

select “Correct” from the menu.

IMPORTANT: Some correction features and Resend

functions may be disabled or grayed out if Move

a recipient has already started signing.
Documen ts Copy

Save as Template

4. On the next screen, you may edit the
following:

e Documents — add, remove, or rearrange
the order of forms and documents in the
signing packet

e Recipients — update signer name and

email address, add a signer or CC, and set o)
the signing order _>-

e Message — edit the Subject line of the e e =1
email message the signers receive LT

N
5. Click at the bottom right of the page
to continue.

6. (optional) If you no longer wish to make
changes to this signing packet, click T

Discard Changes at the tOp r|ght

www.car.org/transactions/zipform/forms
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On the final screen, you may add, remove, or
edit the placement of tags, if needed.

7. (optional) Click on a tag to open the menu
for that tag in the right navigation pane and
view available actions.

Correct

8. Click at the bottom right to send the
corrected signing packet to the signers. New
signing invitations will automatically be sent to
signers as soon as “Correct” is clicked.

Void a Signing Packet

This feature allows you to void a signing packet and
cancel all remaining signing activities. Once voided,
the packet will no longer be accessible.

1. Click Agreements in the top navigation bar.

2. Then, click the In Progress folder on the left
and select the name of the signing packet to
open it.

3. Click the three dots at the top right and
select “Void” from the menu.

4. On the Void Envelope window, type a note
to the recipients stating why you are voiding
the signing packet. This message will be sent
to all signers. There is a 200-character limit.

Read the narrative at the top of the window for S

full details.

5. Click at the bottom of the window to

void the signing packet and send the message
to the recipients.

2eds to Sign

W oo e

Civi Cote set forth on poge 2.
Wote: Real sstats broker comni ot 36t by bew and are Bully ngoliable
VWE ACKNOWLEDGE REGEIPT OF A COPY OF THIS DISCLOSURE AND THE PORTIONS OF THE CAVIL CODE PRINTED ON
THE SECOND PAGE. 5

<
o Buyor [ Saber] ] Lanchord [ Tanart [~ g | Joe Buyer Dain | Deta Signed
X Buyer [ sater] | Lanaora [ | Tenaes| & Mary Buyer Diste [Date Segned
sf Caitforn ator CRE Lic. 8 111111111
Son el
o £ | estie Boons ORE Uc & 22220212 Date
Staapersn o B Asec
AD REVISED 12:24 (PAGE 1 OF 2} @
RE: ESTATE AGENCY REL (AD PAGE 10F 2)
.
Reports Admin = @
Shared Envelopes
Dote Last 6Manths 3 Sorter v || Quickwams v | | Adwancedsoarch ~ | Clear al

9
1]

Campleted

Dakited

Resend

Move
Correct

Documents Copy

History

: X
Void envelope
By voiding this envelope, you are canceling all remaining signing activities. Recipients who =
have finished 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.
Void Reason *
O One or more parties declined the terms
(_j The agreement needs to be updated and resent
@ Input other reason
4
0/200 v
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