
DocuSign Service QuickStart Guide 

zipForm®6 Setup and Sending 
Guide 
Overview 
This guide shows how to easily set up your zipForm®6 account to directly load into your DocuSign® 
member console to speed up the process of sending out contracts to your clients.  

This guide also provides an overview of how to send zipForm®6 forms for signing using DocuSign.  

For more information and details on working with the DocuSign Service, see the DocuSign Service User 
Guide.   
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Credential Setup 
To use DocuSign with your zipForms®6 account you need to set up your credentials in zipForm®6.  

1. Open a browser window and go to the ZipFormOnline Login.  Log in to your zipForm®6 account. 

2. Click the Forms tab.  

3. From the Forms tab, click the Tools tab and click Options.  The Options dialog box appears.  

 

Click the eSign tab. 

4. Select DocuSign and type the Email and Password used to log on to your DocuSign account.   

 

Click OK.  Your credentials are now set up and you can send documents for signing using DocuSign.  

Note:  If you get an error message that your credentials are invalid, you might have mistyped your 
email or password.  If you need to reset your password, email passwordreset@docusign.com.  

If you get an error message that states, “You do not have sufficient permissions to interact with 
DocuSign.” email service@docusgin.com to enable this feature on your account. 

mailto:passwordreset@docusign.com�
mailto:service@docusgin.com�
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Sending from zipForm®6 and DocuSign Overview 
You are now ready to send forms directly to your DocuSign account.   

1. Once you have filled out your forms in zipForm®6, on the File tab click the options menu button  
to show the available options.  

 

 

 

 

 

 

 

 

 

Select eSign from the menu and then select Sign.  The 
eSign Selection dialog box appears. 

2. Choose the form(s) to send by selecting or clearing the checkbox adjacent to the form. You can select 
all the forms by selecting the checkbox adjacent to Choose what to sign.   

Select the DocuSign account to be used to send the documents from the drop-down list.  

 

Click Send for Signatures.  The Select Recipients dialog box appears.  
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3. Select the recipients for the document and type the recipients’ Email, Name and set the Signing Order 
for the recipients.  

Note: The Signing Order sets the order in which recipients receive and perform signing and other 
activities.  Recipients can have the same Signing Order number, in which case they are sent the 
document at the same time and can sign in parallel, or have different numbers, in which case they are 
sent the document sequentially. 

 

4. Click Send Now to send the document OR click Modify in DocuSign to make changes to the 
document, add tabs or other information.  If you are modifying in DocuSign, unselect all the recipients 
in the Select Recipients dialog box. 

Important: If you click Modify you are taken to the zipLogix Digital Ink system, not to the DocuSign 
system

If you click Modify in DocuSign, the DocuSign Console opens in a new browser window with the 
documents loaded in an electronic envelope.  For information on how to set up an envelope and send 
to your clients, please refer to the sender documentation and user guide section of our Web site: 

.  You must click Modify in DocuSign to make changes using DocuSign.  

http://www.docusign.com/senders-support/sender-product-documentation-and-user-guides.  

For More Information 
For more information about additional DocuSign features, go to the DocuSign Support Site at:  

http://www.docusign.com/senders-support/support-main-page  

  

http://www.docusign.com/senders-support/sender-product-documentation-and-user-guides�
http://www.docusign.com/senders-support/support-main-page�
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Trademark Information 
Copyright © 2003-2010 DocuSign, Inc. All rights reserved.  DocuSign, the DocuSign logo, Stick-eTabs, SecureFields, 
The No-Paper logo, “Close it in the Cloud” and "The fastest way to get a signature" are trademarks or registered 
trademarks of DocuSign, Inc. in the United States and or other countries. All other trademarks and registered 
trademarks are the property of their respective holders.  

No part of this document may be reproduced or transmitted in any form or by any means, electronic or mechanical, 
for any purpose, without the express written permission of DocuSign, Inc. Under the law, reproducing includes 
translating into another language or format. As between the parties, DocuSign, Inc. retains title to, and ownership of, 
all proprietary rights with respect to the software contained within its products. Every effort has been made to ensure 
that the information in this manual is accurate. DocuSign, Inc. is not responsible for printing or clerical errors. 
Information in this document is subject to change without notice. 

Version 10.2.2 (September 2010)  

Patent Information 
Licensed under U.S. Patent 6,289,460, U.S. Patent 6,944,648, and other patents pending. 

Contact Information 
DocuSign Inc. 

701 Fifth Avenue, Suite 4500 

Seattle, Washington 98104 

U.S.A. 

tel 206.219.0200 

fax 206.622.0736 
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