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Authentisign New & Improved: Complete Guide

Authentisign is the digital signing service included as a member benefit in your individual zipForm
account. Follow the steps in this guide to create and send your signing packet using the new and
improved Authentisign.

Set your Default Signing Service
It is important to set the default signing service to Authentisign 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.

F My transactions $ _

3. Click Settings in the gray navigation bar.
4 In the E'S|gn OptiOﬂS SeCtion dO the About Me Sign In & Security Offices Forms Products Settings Notification Settings

following: m ‘ﬁ‘

e Authentisign (New and Improved) — click
the radio button next to Authentisign to set this )
as your default signing service. E-sfgn Options

e Time Zone — IMPORTANT! Select “Pacific [OAuthentlsign ]

Time Zone” from the dropdown menu to set the
default time zone. This affects the the date/time
stamp on the completed signed documents that
are returned to your zipForm transaction. Email Options —Pm ®

e 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.

Default Signature Time Zone:  Pacific Time Zone

DocuSign®

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

6. Click ‘ﬂ‘ at the top left to exit your
profile.

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.

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

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

ALL FORMS IN THE WORKSPACE

1. (optional) Click and drag any additional
forms you'd like to send for signature from the
Grab From Transaction section to the
Workspace.

2. Click to start a signing

packet with all forms in the Workspace.

Go to the next section labeled “Create and
Send a Signing Packet” to continue with
your sighing packet.

DISCLOSURE REGARDING
ESTATE AGENCY RELATIONSHIP
(A3 required by the Civil Code}
(CAR Form AD, Revised 12:21)
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(As required by the Civil Code)
(CAR. Form AD, Revised 12121)
with a transaction for a leasehold interest exceeding one year as per Civil

regarding a real estate transaction, you should from the outset understand
110 have with the agent in the ransaction.

acts as the agent for the Seller only. A Seller's agent or a subagent of that
sty and loyalty in dealings with the Seller.

srformance of the agent's duties.

serially aflecting the value

the parties. An agent is no
s not involve the affirmative ds

ability of the property that are not known to
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set forth above.

as agent for the Buyer only. In these situations, the agent is not the Seller's
sation for services réndered, either in full of in part from the Seller. An agent
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sty and loyalty in dealings with the Buyer.

srformance of the agent's duties.

: : that are not known to
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s not involve the affirmative dutiés set forth above.

- more salespersons and broker associates, can legally be the agent of both
snowledge and consent of both the Seller and the Buyer.

native obligations to both the Seller and the Buyer:

and layaity in the dealings with either the Seller or the Buyer
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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 it to the participants
for signature.

Create Signing

1. (recommended) Edit the Signing Name. Create Signing
The Signing Name is the subject line of the p
emalil invitation that your participants will

receive. It is recommended to edit the Signing
Name to indicate the property address and/or *

the documents being sent for signature.

NOTE: The text cannot be longer than the length of
the field on the popup window.

Signing Name

.California Residential Purchase Agreement - 12/22

Return Folder (optional) what is this?

—

2. (optional) Return Folder — the system will
automatically create a folder for the signed
documents to be returned to, however, you
may select a folder that you created, if desired.

3. Click to continue.

www.car.org/transactions/zipform/forms
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Signers
Add signing parties or CC.

You will automatically land on the Signers tab
when creating a signing packet.

|
1. Click and select Add

from Transaction from the dropdown menu.

2. Check the box next to each party who needs
to sign documents.
NOTE: The Type defaults to “Remote Signer” for

each signer selected. You may change it to
“Reviewer” or “CC” if applicable.

3. Click m at the bottom right, and the

system will automatically place the signature,
date, and initial tags on most documents for
you.

4. Set Signing Order = (optional) click the
slider above the signer names to turn on the
numbering order, if desired.

There are some forms that will require you to
manually place tags.

It is recommended to scroll through the
documents on the left side of the screen and
do a visual check to see if there are any
documents that need tags placed manually.

See the Tools section below for the steps to
place tags manually on documents.

Docs (optional)

Rearrange the order of the documents, remove
documents, and add forms and PDF files, if needed.

E)

pocs

1. Click on the right side.

. Add a Document or Form
2. ciick AR ', =i 2 form

from your transaction or upload a PDF file.

3. To rearrange the order — click and drag the
dots to the left of the document name to
rearrange the order.

123 Main Street - Offe

1728

DISCLOSURE REGARDING
EAL ESTATE AGENCY RELATIONSHIP
(As required by the Civil Code)
(CAR Form AD, Revised 1221)
nection with a Wansaction for a leasehold interes! exceeding one year as per Civil

e agent regarding a e ransaction, you should from the outset understand
Yo v i pave w4 agent e Famsichon

1 Saller acts as the agent for the Saller only. A Ssller's agent or a subagent of that

taitn
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are n performance of the agent's dulies

Signers

Set signing erder (What' Thisi) ]

Signers

Set signing order (nars i)

You will be emailed a frnl)edv:
when the signing i

Add from Transaction @

Add from Contacts

Map Signers =]

Add from Transaction

Search

You will be emailed a finalized version of the document
when the signing is complete

[] Ed Charboneau (Selling Broker)

Add Participants = Map Signers

edwardc @icar.org

D Jackson Beaudelaire (Listing Agent)

acks

[ Jil Coordinator (Transaction Coordinator)
le

<Back = t0m% L

Califria Resickential Aaehase Agreement - 1222

DISCLOSURE REGARDING
REAL ESTATE AGENCY RELATIONSHIP

123 Main Street - Offer

1/28
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www.car.

[ Reed Miller (Seller One)

lieb@car.org

oe Buyer (Buyer One) Type Remole Signer =

Type Remote Signer =

Type RemoteSigner

Joe Buyer
B st Sgrec, Buyes One >
LesleBoone
U oot Scer Selling Agent >
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L)

o il be emaleda falized versicn of the dacument
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vy ==

- &8

signers
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P Add a Document or Form
o

Feedback

Documents and Forms

i

o
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4. To remove a document — click the arrow to

. . X
the right of the document name, then click Documents and Forms
Remove File 1 [l California Residential Purchase... > Document Name
. ._ Market Conditions Advisory - 1221 ‘
NOTE: This will only remove the form from your 2 T Market Conditions Advisory - 1. < _
signing packet, not from your transaction. D e
B Addendum No1-1221 > Layout (whats The)
Use layouts to automatically place blocks for Signers by their Role type.
Market Conditions Advisory - 12/21
Remove Map Signers

Tools (optional) —rye— e R

Place tags manually for individual signers, if

L NEIGHBORNOGD, AREA, SUBDIVISION CONDITIONS; PERSONAL FACTORS: Negrborhood
offancers

s, frw prodection

Signing Tools x

needed. J B Jos Sy (o o . | e
C Signer Actions .
1. Click on the right side. ey — Tew | @ow =
2. Select the signer from the dropdown menu . s - &L
at the top. S — K3
Signer Fields (.7
3. Click and drag a tag from the right side over i
to the document. e e
NOTE: The Signature tag will always have the date e e
tag with it. You will need to move the date tag to its O
proper place on the document.
Expla.nanon of Flelds: __Signer Actions ()
® Slgner ACt|OnS ) SIGN HERE Z INmIALS
o Click and drag to place on the document.
. . <t T TexTLNE CHECKBOX
o  Signer specific
e} Requires the signer’s interaction to |_‘ INITIAL PAGES « INITIAL CHOICE
complete.
. p (®) RADIO CHoICE © proPoOWN
e Signer Fields L&
o C.|ICk and drgg to place on the document. _Signer Fields e
© Slgner SpeCIfIC : FULL NAME EMAIL ADDRESS
o Does not require interaction from the
Signer to Comp|ete. AUTO DATE AUTO TIME
e Markup ™~ )
. : . arkup (unets e
o Click the markup item, then click on the —Markup. e e
document where you'd like to place it — < A TeTeox S HCHHEHT
do not click and drag. O eurse
o Non-specific L
o Thisis information you are placing on the
document to be seen by all signers.
Send e — o o - o[EEE]
L wmchaonwonn A susmrsn CoRTONS, PERSOUL FATORS: s Signing Tools .

| |
1. Click at the top right when you'’re

ready to send your documents for signature.

MB Mary Buyer (Buyer Twe)

Signer Actions i

» sign Here: I itals

T wtten [

I it Pages o initial haice.

@ Fadto choke: @ Cropdonn e

www.car.org/transactions/zipform/forms
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2. (optional) Expiration — click the calendar
icon to set an expiration date for the signing Finalize Signing Setup X
packet. Default is 30 days.

You're almost done! To further customize your signing invitation, use the options below.

3. (optional) Reminders — click the dropdown
arrows to set the interval days and time to
send email reminders to the participants Expiration and Reminders

reminding them to sign. "
=P Expireson 3/6/2025 = at11:59 PM

ional) Click CUSTOMIZE INVITES
4' (Optlona) C Ic ) L. to type =P Send reminder every ~ days at v
a custom message to each individual l

participant.
CANCEL CUSTOMIZE INVITES m

5. Click m to send the signing packet to
the participants for signature. The system will
return you to the Documents tab in your
transaction.

Track the Status of a Signing Packet

1. From the E-Sign tab inside your transaction,
click to open the signing packet you sent for S

S|g nature. O eri  Click 'New' To Send Documents For E-Sign. Click On An ExissgESign Packet To View Status Details.

2. Authenticated —a v/ in this column means 25 e Strect - Offer documente )
the participant has viewed the signing packet. ‘

3. Approved — a @ in this column means the
participant has completed their signing.

Individual Forms & Certificate  History

4. Click at the top right to close the F—— pre

» B. B

window. s

Edit a Signing Packet

1. From the E-Sign tab inside your transaction,
click to open the signing packet you sent for

S|g nature. O rri  Click 'New' To Send Documents For E-Sign. Click On An ExisisgESign Packet To View Status Details.

www.car.org/transactions/zipform/forms
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Edit the Email Address
Edit or correct the email address for participants.

1. Click [# to edit the email address for any
participant who has not yet signed (Approved).

Resend Invitations

Resend signing invitations to participants who have
not yet signed.

Action Items ~
1. Click at the top right and select

“Resend invitations” to send signing invitations
to participants who have not yet signed.

Add CC

Add someone to receive a copy of the signed
documents.

Action Items ~
1. Click at the top right, hover over

“Add CC”, then select “Add New CC” from the
dropdown menu.

The cc’d participant will get the email invitation
to view documents after all participants have
signed.

Add/Remove Documents or VOID

Reset the signing to return the signing packet to
“DRAFT” status to add or remove documents or void
the packet.

IMPORTANT: If you need to edit the data on
the documents, such as dates, prices,
verbiage, etc., you will need to start a new
signing packet.

Action Items ~
1. Click at the top right and select

“Reset” from the menu.

123 Main Street - Offer documents

Individual Forms & Certificate
NAME ROLE
oe B. Buyer
[ Buyer One
eslie Boone

Selling Agent

Mary A Buyer T

123 Main Street - Addendum No #1

ig) Individual Forms & Certificate

NAME ROLE

Joe B. Buyer
! Buyer One

Mary A, Buyer

123 Main Street - Addendum No #1

ig Individual Forms & Certificate

ROLE

@ Buyer One

123 Main Street - Addendum No #1

ig) Individual Forms & Certificate

ROLE

@ Buyer One

History

SIGNER TYPE

Remote Signer

Remote Signer

Two Remote Signer

History

SIGNER TYPE

Remote Signer

Remote Signer

History

SIGNER TYPE

Remote Signer

Remote Signer

History

SIGNER TYPE

Remote Signer

Remote Signer

AUTHENTICATED

AUTHENTICATED

v

AUTHENTICATED

v

AUTHENTICATED

v

APPROVED

APPROVED

APPROVED

)

~

)

www.car.org/transactions/zipform/forms
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2. Click to continue.

NOTE: Resetting the signing packet will remove all
participant fields from the documents, including

Reset Signing

This will reset the Authentisign data. All signed documents will be lost if you continue

Do you wish to proceed?

signatures and fillable answers, for any participant
that has already signed.

—Em -

You will immediately be taken back into the
signing packet to make your edits.

3. If you don’t want to edit the signing packet : : - 8
. . < Back P A — - =
right now, click at the top left and :
select Don’t Save from the menu to return the S .
packet to DRAFT status in the E-Sign tab of o Mt , =

L]

your transaction.

IMPORTANT: If you need to edit the data on
the documents, such as dates, prices,
verbiage, etc., you will need to start a new
signing packet.

If any participant starts the signing again from
the original email invitation they received,
Authentisign will notify the participant that the
signing has been reset.

Authenti

=== Signing has been reset!
At
Authentisign e-signatu

has been

on Mary Buyer, this notification is letting you know that the
3 Main Street - Offer documents’
et 10 the initial state.

Signing ID:  BF4
Date:

£F11-96F5-000D3ABF026D
9:16:24 AM PDT

f you have any questions please contact the signing creator.

Force Signing Completion —— .

If at least one participant has completed their 123 Main Street - Addendum No #1
signing, then you will have another option on the
Action Items menu labeled “Force Signing —
Completion”, which allows you to complete the

Resend Invitations

signing packet and produce a final document with Dupicate
JUSt the partICIpantS Who have Slgned Signes Individual Forms & Certificate History
. . NAME ROLE SIGNER TYPE AUTHENTICATED APPROVED
1. Click at the top right and select ——— e . » p
“Force Signing Completion” from the menu. i : . y o
! e Buyer Two Remote Signer /)
Leslie Boone

® Selling Agent

2. Click to continue.

Force Signing Completion

www.car.org/transactions/zipform/forms
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3. The system will finalize the signing packet
and briefly display the status as “SIGNED”,
then it will show the status “COMPLETED”.

Delete a Signing Packet — DRAFT

IMPORTANT: Only signing packets with a
status of “DRAFT” can be deleted from your
transaction.

1. From the E-Sign tab inside your transaction,
check the box on the signing packet you’d like

to delete.
[}
2. Click [Be] i the top toolbar.

Envelope Statuses:
e DRAFT - created but not yet sent.
e SENT - sent to participants for signature.

e COMPLETED - all participants have
signed.

Delete a Signing Packet — SENT

IMPORTANT: Only signing packets with a
status of “DRAFT” can be deleted from your
transaction. If you need to delete a signing
packet you already sent, you will first return the
packet to DRAFT status, then delete it.

1. From the E-Sign tab inside your transaction,
click to open the signing packet you sent for
signature.

Action Items ~
2. Click at the top right and select

“Reset” from the menu.

~ .. Click'New'To Send Documents For E-Sign. Click On An Existing E-Sign Packet To View Status Details.

v L

a ————

123 Main Street - Addendum No #1

Signer Individual Forms & Certificate

NAME ROLE

., Click 'New' To Send Documents For E-Sign. Click On An Exis|

History

SIGNER TYPE AUTHENTICATED

Remote Signer v

peESign Packet To View Status Details.

APPROVED

www.car.org/transactions/zipform/forms
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. Yes v .
3. Click - to continue. Reset Signing

NOTE: Resetting the signing packet will remove all

This will reset the Authentisign data. All signed documents will be lost if you continue

participant fields from the documents, including Do you wish to proceed?
signatures and fillable answers, for any participant
that has already signed. - I -

You will immediately be taken back into the
signing packet.

4. Click at the top left and select Don’t : R

Save from the menu to return the packet to FiSarwe ’
DRAFT status in the E-Sign tab of your
transaction.

5. From the E-Sign tab inside your transaction,

319 Hemmingway Ct, Tulare  w

check the box on the signing packet you'd like RO
to delete.

Summary

=

117}
6. Click (2=l in the top toolbar. The signing
packet will immediately be deleted. @)

www.car.org/transactions/zipform/forms




