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The Electronic Transaction

Storing documents and 
archiving files on zipVault™

Organized and Online

zipVault™ keeps your documents online, 
where you need them

 Store documents in your zipForm®6 Professional files

 Send or receive documents via email or fax

 Store and organize folders and document versions

 Archive complete transaction files
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Start Storing Documents Online
1. Sign in to zipForm® 6 

a) To add zipVault™ to your zipForm® 6 account, click the Add 
Storage button on your HOME page

2. Open a Transaction
3. Add Documents to your zipVault™

a) Upload documents from your computer
b) Email in attachments
c) Fax in paperwork 

4. Organize Documents with Folders and 
Versions

5. Send or Save Documents
a) Store the files online for a set period of time
b) Email or fax documents to anyone
c) Download complete file archives

Opening zipVault™

Click to open 
zipVault™ for this 
zipForm® 6 file

zipVault™ can be opened within any 
zipForm® 6 file
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Adding Documents

Click here to add 
documents

Upload documents from your computer

Or click 
here to add 
documents

You can also right-click on 
the zipVault™ tab and 
select Add Document(s)

Adding Documents

Selecting documents

Click Open to add 
these documents

Hold down the CTRL key to select 
more than one document
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Adding Documents

Naming documents Change document 
names or folder

Click OK and documents 
are saved online

Adding Documents

Click to invite 
someone to email 
documents to your 
zipVault™ file.

Email Documents into zipVault™

Enter a message 
for the person 
sending the 
documents

Click Send
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Adding Documents

Click to print, view, or send 
a Fax Coversheet that can 
be used to fax in 
documents to zipVault™

Fax in Documents to zipVault™

Organize Your File

Click and drag to move a 
document

Drag and drop to store documents 
together

Add folders to 
stay organized

Add document versions togroup together 
copies of the same document
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Thank You

www.zipLogix.com

Sign in at:

www.zipFormOnline.com

Support.zipLogix.com


