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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, view
completed documents and send the completed forms for signature.

Share documents from your zipForm transaction (Agent)

Add Transaction Party

First, you’ll add the Party to your transaction. \w

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

2. In the left navigation menu, click the Role of the
person who you’d like to share documents with.

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

4. Click m at the bottom of the window to 2
save your changes. o

signing Representative

r an individual representing and signing on behalf of an entity e.g, trust)

Start Share and Assign Permissions - T TE———— .
< Back to List : S Summary Documents Checklist Notes E-Sig

5. On the Parties tab, click @ at the bottom o
right of the tile of the party you want to share with.

Buy Side Sell Side Service |

IMPORTANT: Confirm which party can edit the 2 o .

Buyer One v

form — open the form in the form editor and click
on any section highlighted in pink, then view the Buyer Two Tom Seller sally Seller
notification at the bottom right of the screen that & &

displays the party who can edit the fields on the BT

form. For example, seller forms display “Editable N ' @ e -
by Seller One”, which means you would share the

form with Seller One in your transaction.

www.car.org/transactions/zipform/forms
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6. Assign the User Permissions for the recipient:
e 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
directly into your zipForm transaction (setting is
OFF by default)

e Can view history = (recommended) turn this ON if
you'd like your recipient to view the History log of
their progress (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)

7. Check the box(es) next to each form you'd like
to share with the recipient.

Save & Send
8. Click at the bottom of the window

to continue.

Send Collaboration Invitation

9. On the next window, complete the following:
e Email Account = always select “zipForm”
from the dropdown menu

e Subject = (recommended) edit the
subject line of the email to include the
names of the forms you are sharing

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

10. Click “ to send the collaboration

invitation to the recipient.

Preview Completed Forms (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. Check the box on the form(s) you'd like to
preview.

3. Click Preview Docs in the top toolbar to open
the form as a PDF.

User Permissions
Set sharing permissions for Tom Seller

off
07/11/2026 O
Share Documents
Select the forms or documents you want to share with Tom Seller
Show All +
Document
a
Real Estate Transfer Disclosure Statement #1 - 6/24 - [TDS-1]
P |
Seller Property Questionnaire #1 - 12425 - [SPQ-1)
£
5 of 6 - Earthquake Hazards Report - 7/20 - [S_RPT_SIG]
"
6 of 6 - Homeowner's Guide - Signature - [6_SIG PAGE) !
. |
v
# Save & Send save

v

Community Invitation

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

—> BT

www.car.org/transactions/zipform/forms




zipCommunity™: Help At-a-Glance for Agents eﬁ

£ CALIFORNIA

ASSOCIATION
" OF REALTORS®

The document will display as a PDF inside your
zipForm transaction.

4. Use the scroll bar on the right side to move
through the document and read the client’s
answers, including any text answers that may be
on a Text Overflow Addendum.

5. When finished viewing, click the X in the top
right corner of the window to close the document
and return to your transaction.

6. Repeat the above steps for each form you'd like
to preview or simply select multiple forms before
clicking “Preview Docs”.

IMPORTANT: Be sure you are not viewing the
forms in the form editor at the same time the
client is filling out the forms as the client’s
answers will not save.

| % 2iptormphus.comydetaun aspx wa %

Real Estate Transfer Disclosure Statement #1 - 6/23

“- RNI REAL ESTATE TRANSFER DISCLOSURE STATEMENT
el (CALIFORNIA CIVIL CODE § 1102, ET SEQ))
(CAR. Form TDS, Revised 623)

"\ property Is . triplex of fourplex. A TDS is required for all units. This TDS is for all units (or [ ] only unit(s) ).
THIS DISCLOSURE STATEMENT CONGERNS THE REAL PROPERTY SITUATED IN THE GITY OF Los Angeles
, COUNTY OF Los A _, STATE OF CALIFORNIA,
525 S. Virgil Ave, Los Angeles, CA 90020
THO STATEMENT IS A DISCLOSURE OF THE CONDITION OF THE ADOVE DESCRIGED PROPERTY I IN
COMPLIANCE WITH § 1102 OF THE CIVIL CODE AS OF (DATE ARRANTY Ol
KIND BY THE SELLER(S) OR ANY AGENT(S) REPRESENTING ANY PklNCiPAL(S) oy mmucmn re
ISNOT A E FOR ANY OR THE PRINCIPAL(S) MAY WISH TO OBTAIN.
1. COORDINATION WITH OTHER DISCLOSURE FORMS
Ths Real Estate Tranfar Disclosuro Stalomant s made pursuan to § 1102 of the Cvl Code. Oter statutes roques cisclosures
the details of the particuiar real estate transaction (for example: special study one and purchase-maney liens. on
residential p-ooeny
Substituted Disclosures: The following disclosures and other disclosures required by law. including the Natural Hazard Discosure
Report/Statement airport annoyances. ke, fire, flood, or assessment information, have or wil be
in connection with this real estate bansfer, and are intended 1o satisty the Gsclosure obligations on this form, where the subject
matter is the same:
] Inspection reports completed pursuant to the contract of sale or receipt for deposit
(X Additional inspection reports or disclosures: See Text Overflow Addendum (C.AR. Form TOA) paragraph 1

DESCRIBED AS

bsttuted disclosures for s transior

Stop Sharing, Save as PDF, and Send Documents for Signature (Agent)

Stop Sharing
1. On the Parties tab in your transaction, click

@ at the bottom right of the tile of the party you
are sharing with.

2. Click the date for Stop sharing on and change
it to today’s date.

3. Scroll down and click | ** | at the bottom
of the window to save your changes and return to
the Parties tab in your transaction.

This step prevents the recipient from making
further changes to the completed forms.

Documents Checklist Notes E-Sign

5 , Any City
< Back to List Summary | I8

gt
Share
Buy Side Sell Side Service |
a
Buyer One V. 4 s
Buyer Two Tom Seller Sally Seller

Buyer Three 1 1

User Permissions
Set sharing permissions for Tom Seller

om Seller
lesliebcar@gmail.com

Delete Share &

Share Documents

Select the forms or documents you want to share with Tom Seller

Show All 5
Document
-
Real Estate Transfer Disclosure Statement #1 - 6/24 - [TDS-1]
£
Seller Property Questionnaire #1 - 6/26 - [SPQ-1]
* Save & Send Save

www.car.org/transactions/zipform/forms
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Save as PDF

It's important to save the completed form(s) as a PDF
before sending it for signing to ensure there are no
further changes to the form.

1. Inside your transaction, click the Documents
tab in the gray navigation bar at the top.

2. Hover your mouse over a form that was
completed in zipCommunity and click the blue
dropdown arrow to open the More Actions menu.

3. Select Save as PDF from the menu.

The system will create a PDF version of the form
which displays directly next to the original form.

4. Repeat the above steps for each form
completed in zipCommunity that you'd like to send
for signature.

Send for Signature

1. In the Documents tab in your transaction,
check the box on each PDF you'd like to send for
signature.

2. Click E-Sign in the top toolbar to start a signing
packet with the selected forms.

Document Detail

Name: TDS-1

Library: CAR

Version: 1237.0
Updated: Tue Jun 252024

Shared:

Tom Seller

™ E-Sign Packet 2 - PDF test 1

E}

i E-Sign Packet 2 - PDF test 1

Menu Options

% open

B Archive
W Delete
[ Preview

2 prin

Save as PDF

£ Download
£ Sign

W Move

2 Send ~

B Attach to Task

www.car.org/transactions/zipform/forms



