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zipCommunity™: Help At-a-Glance for Agents

Secure Document Sharing

zipCommunity™ is an online platform that allows agents to collaborate with clients and other agents on
transactions in their zipForm account. The most common use of zipCommunity™ is for client-fillable forms such
as the TDS and SPQ, to name a few. This guide details the steps for agents to share documents and view
completed documents.

Share documents from your zipForm transaction (Agent)

1. Inside your zipForm transaction, click the
Parties tab in the gray navigation bar at the top of
the page.

2. Click the Role of the person in the left . r
navigation menu who you’d like to share
documents with. ‘ (=

3. Type the party’s First Name, Last Name, and
E-mail address. P

4. Click m at the bottom of the window.

I‘l
5. Click L_*""_| in the top toolbar.

Buy Side Sell Side Service Prc

Buyer Twa Tom Seller Leslie Boone

6. Under Private Share, click e to get started.

Private Share
Creating a Private Sh anls permi erfly to specified users

o
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7. Check the box to the left of the party you would
like to share with.

NOTE: Confirm which party can edit the document.
Usually, documents are fillable by the person with the
role of Seller One, Landlord One, Buyer One, Tenant
One in your transaction.

- -
8. Click to continue.

9. Assign the User Permissions for your

recipient:

o Edit the user’s email address, if needed.

e Can edit forms = turn this ON if you’'d like your
recipient to add data to or edit forms (setting is
OFF by default)

e Can upload documents = (optional) turn this ON if
you'd like your recipient to upload documents into
your zipForm transaction (setting is OFF by
default)

e Can view history = (optional) turn this ON if you'd
like your recipient to view the History log of your
interactions with them (setting is OFF by default)

e Stop sharing date = leave this ON (setting is ON
by default)

e Stop sharing on = this date is pre-set for 30 days
from today. To select a different date, click on the
date to open the calendar (setting is ON by default)

10. Click m to continue.

11. Check the box next to each document you'd
like to share with your recipient.

. |
12. Click to continue.
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[

NAME

Leslie Boone

SORT

ROLE* COMPANY E-MAIL/FAX

Listing Agent & leslieb@car.org
Broker

Seller One

User Permissions

Set sharing per

missions for Tom Seller

Can edit forms [ on |
&
istory off

03/01/2024 0

—

Can upload documents

Stop sharing on

Share Documents

Document

want to share with Tom Seller

Request for Repair #1 - 12/2

Seller Property Questionnaire #1

Real Estate Transfe
P

Receipt for Repor
A
7

Seller Counter Offer
A
A

—_—

Show All s

r Disclosure Statement #1 - 6/23

[TDS-1]

ts #1-12/21 - [RFR-1]

#1-6/23- [SCO-1]

2/23-[SPQ-1]
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13. Complete the following:

e Email Account = select “zipForm” from
the dropdown menu.

e Subject = (optional) edit the subject line
of the email.

e Message = (recommended) type a
message to the recipient.

14. Click “ to send the collaboration

invitation to the recipient.

Preview Completed Documents (Agent)

After the recipient completes the form(s), the
Agent can view the recipient’s answers inside
their zipForm transaction.

1. Open your zipForm transaction and click the
Documents tab in the gray navigation bar at the
top of the page.

2. Click to open a form that was shared with the
recipient.

3. (optional) If you'd like to view multiple
documents that the recipient completed, then add
the remaining documents to the Workspace from
the Grab From Transaction section by clicking
the plus sign to the right of the document name.

4. Check the box(es) next to the form(s) in the
Workspace, then click the Print icon.

5. Select Print from the menu.

Community Invitation

* zipForm

To:

Tom Seller (leslieb@car.org)

Subject:
123 Any Street, Some City Collaboration

Dear Tom Seller

Leslie Boone has invited you to collaborate on documents for 123 Any Street, Some
City.

Characters remaining:1000

re) = “ o s

t & % sacx  sa # PREPARE SIGNING

Forms and Documents

ANSFER DISCLOSURE STATEMENT ARTIF‘-
NIA CIVIL CODE § 1102, ET SEQ.)
:AR. Form TDS, Revised 23] Norkenace
quired for all units. This TDS is for all units (or [Jonly unit(s)
REAL PROPERTY SITUATED IN THE CITY OF SOMETTY. Va
Any County STATE OF CALIFORNIA,
 Street, Some City, Print
CONDITION OF THE ABOVE DESCRIBED PROPERTY \N al Estate Transfer us TU\G INFO
OF (DATE) _IT IS NOT A WARRANTY OF ANY tement #1 - 6/23
!ESENTING ANY PRINCIPAL(S) IN THIS TRANSACTION, AND Form
WARRANTIES THE PRINCIPAL(S) MAY WISH TO OBTAIN. 5
H OTHER DISCLOSURE FORMS Print Sample v
. OFFER INFO
ller Property QUES —————
23 D
f
v CLAUSES
ale o receint for degosit Grab From Transaction
ALL FOLDRgS ~ T00LS
R'S INFORMATION
knowledge that even though this is not a warranly, prospective =
and on wha terms to purchase the subject proparty. Seller hereby Wildfire Disaster Advisory - 6/22 \ -+ Q
is transaction 1o provida a copy of this Statement o any persan of FEEDBACK

f the property. For

BY THE SELLER(S) AND ARE NOT THE REPRESENTATIONS
A DISCLOSURE AND IS NOT INTENDED TO BE PART OF ANY

Fire Hardening and Defensible

Space Advisory, Disclosure, and
Addendum - 6/22
Form

www.car.org/transactions/zipform/forms
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The document will open in PDF format in your

browser.
3 . Idress: 123 Any Street, Some City, CA 90020 _ Date:
6. (optional) Do one of the following steps: s of sy sonicmnt defecimainchond i sy of 61 oot 1] Yest Na. ¥ yox: chick sopropinte
) i . srior Walls [] Ceilings [ ]Fioors [] Exterior Walls []insutation []Rook(s) [ wws []Doors []Foundation [] Stab(s)
e Click Download in the top right corner to See Toxt Ovecow Addencdum (C AR Form TOA) parsgrsgh 1 oo Compenens
download the document to your computer. = Soove = Gecked. explen. (Niachsaions st § recessary ). Ses Tex Overlw Addendum (C AR Form TOA)
° Click Print in the top right corner to save 1+ of a fsted appiance, device, or amenty i not a precondition of sale or ransier of the dwelling. The carbon monoxide device.
or opener. o(chid-\;esaﬁaﬂ paool barrier may nox(nbe Gmﬁ ;nu’; ge;sa(et%zsta'mams relating 1o, respectively, carbon
as PDF or send the document to your T2 (commencing Wi 19550, o Bar 3 of Dvoion 13 of, o 1 poot sty sardorc of Arice 2 - (commencing o
printer 1 i comptanc wih e 1005 dion o s Cafora Butding Sancards Coce-§ 1014 f e Cot Gode e a e
. \dences built on or before January 1, 1994, to be equipped with water-conserving plumbing fixtures after January 1, 2017

y. on and after January 1, 2014, a single-family residence built on or before January 1, 1994, that is atered or improved is
) be equipped with water-conserving plumbing fixtures as a condition of final approval. Fixtures in this dwelling may not comply
1.4 of the Civil Code.

5u (Seller) aware of any of the following:

jubstances, materials, or products which may be an environmental hazard such as, but not limited to, asbestos.

maldehyde, radon gas, lead-based paint. moid, fuel or chemical storage tanks, and contaminated soil or water

1

i the subject property CJes[No
eatures of the property shared in common with adjoining landowners, such as walls, fences, and driveways.
those use or responsibility for maintenance may have an effect on the subject property DdYes[ INo
\ny encroachments, easements or similar matters that may affect your interest in the subject property ;Ves:No
7. When you are done viewing the document, click
the “X” to close the browser tab and return to yOUI’ ~ ) 123 Any Street, Some City x @ if5245derzfd?—£ﬂ§—a323—cc?-- +
transaction. C @ blobhttpsy//www.zipformplus.com/fi8245de-2fd7-4ff5-a323-dc74ded2bec?

/5 — 100% +

,‘.’%:x::v&:m:z REAL EST#
W P OF REALTORS" (
v

D This property is a duplex, triplex or fourplex. A 1
THIS DISCLOSURE STATEMENT CONCERN
, COUNT

=  {f8245de-2fd7-4ff5-a323-dc74ded2becT

DESCRIBED AS
THIS STATEMENT IS A DISCLOSURE OI

COMPLIANCE WITH § 1102 OF THE CIVIL CC
KINN RY THF SFI1 1 FRIS\ NR ANY AGFNTIS
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