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Step T:

Step 2:

Click “Create Transaction”
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Step 3:

Fill out as many details as you can about the property, then select

“next”
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Step 4: Enter the closing date, irrevocable date and the title search date
of the offer, then select “next”

ZBForms®
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Step 5: Add your client(s) to the transaction by selecting the “+”
button, then select if they are new or have already been
entered (previous deal). It’s best to fill out all of their personal
info as well.

m Create Transaction Contact m
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Type *
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Step 3 of 5
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Step 6: Ensure all of the forms you need are populated from your
template. If not, add additional forms by using the “+” button, then

when ready, select “next”

BForms® ’
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Fhoto

Address: Listing #
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Agent: ADAM HAIGHT

.
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Forms +
Step 4 of 5 Add

(Ontario) 801 - Offer Summary Document — For use with Agreement of

Purchase and Sale g .
BEGESES If you add a form you will get
(Ontaric) 100 - Agreement of Purchase and Sale - Residential ° . .

2/26/251:23 PM $ a popup like this:

(Ontario) 127 - Condition(s) In Offer - Buyer Acknowledgement
2/26/251:23 PM

(Ontario) 320 - Confirmation of Co-operation and Representation

o
2/26/251:23 PM 8
Close Add forms to transaction Add

From here you can either -
bI’OWSG the OREA fOI’mS, Or i‘@ntano Real Estate Association

use the SearCh bal’ to qUICkIy / [—‘Oﬂta.ﬂo Real Estate Association (French)
find the form you want to
add.

[_| Ontario Residential Tenancy Agreement

[_‘ International Referral Contract

[_| REALTOR® Cooperation Disclosure and Consent Form

The final page of the Wizard will show documents. This is rarely

Step 7:
used. When ready select “done” to close the wizard.
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-
Wizard

Documents +
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Fax-Back Cover Sheet.pdf
Created: 2/26/251:23 PM
Medified: 2/26/25 1:23 PM
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Step 8: You will now be at your transaction dashboard. From here you can
fill out your forms. Start by selecting “forms” on the right side
menu.
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" Checklist
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Step 8: You should now have all your forms in front of you. Click on the
name of one of them to start populating.

s
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Buyer: Seller:
Agent: ADAM HAIGHT
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(Ontario) 320 - Confirmation of Co-operation and &
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I Modified: 2/26/25 1:23 PM O 1

==
(Ontario) 630 - Individual Identification Information Record 5
Modified: 2/26/25 1:23 BM O g
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Step 9: Navigate through each form, making sure all are filled out properly.
You can select another form to edit by clicking on “Transaction
Forms” at the top. When done all forms, click “save/exit”

OREA (wiotenee - Agreement of Purchase and Sale

Association

Form 1

For use in the Province of Crsario

in the

Step 10: Now that your forms are filled, it’s time to start a signing. Select

“Signings” from the right menu.
@

i
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Step 11: Click the “+” button to add a new signing, and title it what
you’'d like.

WEBFomms® ’ B =

Ao 123 Fake Street Open b b mm § Wizard
*hoto
Address: Listing #:
Buyer: Seller
Agent: ADAM HAIGHT Dashboard
Signings - + Details
Classic New Add
Contacts
Forms

Documents

Checklist

Tasks

m Create Signing

Signing Name * | 123 Fake Street Offer]

Step 12: You are now in your Authentisign dashboard. Start by selecting
“Docs” to add the documents needing to be signed, then click
“Add a Document or Form”.

123 Fake Streat Offer @ & & B Next >

Documents and Forms X =

=]
]

Tocts

-]
lllll s

Let's get started! Drag and drop your file here or click to upload o
Optices
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Step 13: Add all the documents needing to be signed.

Step 14:

Add a Decument or Form

My Transaction Updoad [ Import My Files

" Search

Gntaic) BO1 - Otfer Sunmany Dogument - For use with Agreement of Purchy

Form - Modified 2/26/2025 8:23 AM

{Omario) 100 = Agreement of Burchase and Sale - Residontial
Form - Moditied 2/26/2025 8:25 AM

{Qntarig) 127 - 5] In Ottar
Form - Modified 2/26/2025 8:23 AM

{Qnasig) 320 - Contimation of
Form . Modified 2/26/2026 8:23 AM

BECO Infarmation Guide
Form - Modifiod 2/26/2025 8:23 AM

Qntarioh 620 - individual Identification Information Record
Form - Modified 2/26/2025 8:23 AM

After all you documents are in the signing, you’ll now need to
define who needs to sign, and where. Select “Signers” on the
right menu, then click “Add Participants”.

= 100w @ 123 Fake Street Otter @ & & A
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Step 15: From the “Add Participants Menu” Select “Add from

Transaction” to find the contacts you previously entered in
the transaction.

100% 123 Fake Street Offes ® & & @ m
rario] 100 - Agreement of Purchase and Sake - R... e Signers x E
Set sigaing order [whavs T ] =]
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Step 16: The system should auto-populate the majority of where
the client needs to sign, however it’s important to review

and ensure both your and your clients signatures are in
the correct spots.

100%: ] 123 Fake Streat Offer ® & £ @ Mext »
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S —— Signers X E
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Set signing order (wWhav's Thi) ] 8
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o psren
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o .1
7]

Buyer agress fo pay the balance ai mers particularly set oot in Scheduls A aftached.
SCHEDULES) A aitached hersto bormis| part of this Agresment.

Vo IRREVOCABRITY: Ths cler shal be invevocable by

ritaria) 100 - Agreement of Purchase and Sale - R._ 26
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Step 17:

Step 16:

In order to add a signature, initial, date, etc. Select “Tools”
from the right hand menu, and simply drag and drop the
appropriate field onto the document.

123 Fake Street Offer ® & & B m
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Feedback
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Markup {what's This?)

. morigoge interest, realty faxes including local improvement rotes. and unmetered public or private ufilty charges ond A Text Box /' vighiight
plicable, sholl be opportioned and llowed o the day of completion, the day of completion itself 1o be appartioned =

I: The Buyer and Seller hersby ocknowledge that the Pravince of Onlorio has implemented current value ossessment ~/ Line Z@- Freehand
sassed on an annual bosis. The Buyer and Seller agree that na claim will ba made ogainst the Buyer or Seller, ot ary

sersan, for amy changes in property tax as o result of a reassessment of the property, save ond except any propety i
he completion of this ansection T Strikethrough O Ellipse

all raspects be of the wssence hereal provided that the fime for doing or completing of any moie pravided for havein
jod by an ogreement in writing signed by Seller ond Buyer or by their respeciive lawyers who may be specifically

Once you are satisfied all is correct, select the “Next”
button at the top right of the screen, then hit “Send” to
send for signatures

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

Expiration and Reminders

Expireson 372872025 0 3t 11:59 PM

Send reminder every = days at

CANCEL CUSTOMIZE INVI
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After the Signing

When the signing is done, you’ll be notified via email. You can then find the signed
documents in two places; “signings” and “documents”.

Details

Contacts From your transaction
NOF 10f 1 completed Forms .

Modified: 2/24/25 5:24 PM Created: 2/24/25 519 PM |‘:‘:"" cree Show Participants g daSh boa rd! Slg ned

Lilac Offer Amended - 10f1 completed R ( dOCuments WI“ be
Modified: 2/15/25 3:47 PM Created: 2/15/25 3:42 PM [“"" " Show Participant 8

Lilac Offer Amended 10f 1 completed . available in both

Modified: 2/15/25 3:29 PM Created: 2/15/25 3:00 PM I""‘"' Show Participants H Checklist

TP H il
610 Lilac Offer = 2 of 2 completed & Tasks Slgnlngs and
Modified: 2/15/25 1:51 PM Created: 2/15/25 12:47 PM l‘“‘" o Dart e,
Call Logs “documents”

Signings T f‘{;
add

Classic New

®

Show Participants °

[v.ewSignedPDl’ E View Signed Certificates || Copyto Cloud | [ More~ From ”Signings” you can
= view the entire signed

deOa3fe6-c4eb-ef11-B818-002248264582 P D F o r,

Signing Type: Last Update Date: Expiration Date:
Mo Signing Order: Emails are sent out to 2/15/2025 1:51 PM 3M17/2025 11:59 PM
all participants at once and participants

can sign in any arder,

L= cach form individually

(3) Forward Documents
2 Fo L

Name Action

(Ontarie) 371 - Buyer De.. [ Criginal [ Signed Certificate I Copy to Cloud

EECCHntanmatiricalds [ Qriginal ][ Signed ][ Certificate l Copy to Cloud ]
NErEaHg)| Bz = Eaunt I | Qriginal | Signed ] Certificate I Copl 4
) fe == 610 Lilac v bod tm & Wizard
fontaria) BC1 - Offer Su.. | Original || signed ” Certificate l Cop el Hiac Open ] 2 : Wizar
A 810 Lilac, Sudbury Listing #: 2120425

[Ontario) 100 - Agreem..

| Qriginal | Signed ] Certificate I Copl Kristen Conroy Seller: Christophaer Harold
- - — t: ADAM HAIGHT Pallen Dalton, Jennifer Backibioard
Marge Dalton
Details
Documents I N +
| S add Contacts

& Back To Home

Signings

“Documents” gives you a
different view where you
can directly download the .

individual signed forms. Residentiel naf

) Document
E\«"Iewing 610 Lilac Offer (02/15/2025 01:51 PM EST) eeumen

. Checklist
s ]
\ | Certificates 2

Tasks
m_ a Call Logs

Preview History

nt of Purchase and Sale

Ontario) 320 - Confirmation of Co-operation and
esentat I{}"\._-'J(I‘.

(©
Agre

(Ontario) 801 - Offer Summary Document Fc
with Agreement of Purchase and Sale.pdf

BECO Infarmatian Cuides odf
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	When the signing is done, you’ll be notified via email. You can then find the signed documents in two places; “signings” and “documents”.



