
Creating Templates in ZipForm Online 
 
Consider using the template feature when a clause is always used for a particular 
transaction or a group of forms is used repeatedly. 
 
There are two options for adding a template in ZipForm Online. 
 
 
“Save As” option -  
1. Choose an existing transaction.  Click on the Select Actions drop-down menu from 

the Transaction/Template List window and choose the Save As action.   

 
 
 
2. Next, name the template and choose “Agent Template” from the 

Transaction/Template list.  Click the Copy button.   
 

 



 
 
 
 
 
 
 
 
 
3. Next, find the agent template from the Find Transaction/Template window and select 

the Open action.  Since this is a copy of an existing transaction you will want to 
remove any transaction specific information. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



“Add Transaction” option –  
1. Click the Add (Create) button from the Transaction/Template List window. 
 

 
 
 
2. Name the template.  Click the Transaction/Template drop down arrow and choose 

“Agent Template.” Click the Add button.  The template will open in the Form 
Manager where you can add forms and data. 

 


