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• For most  users, AutoPrep  is encountered  
when additional  documents  need to be 
added  to an existing eSign  package .

• In the consoles  listed below, adding  a 
document  to the stack  post -generation  
using the plus (+) icon next to Documents  
will trigger  AutoPrep :

• eSign  Console  (Lender)
• Settlement  Agent  eClose  Console
• Notary  eClose  Console

• AutoPrep  analyzes  the uploaded  
document,  identifies signature  and  notary  
fields, and prepares  it for use within the 
existing transaction .

Triggering AutoPrep  From A User Console
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• After clicking the Plus (+) icon you will be 
prompted  to select  a document .

• Click Browse  to choose  a file from your 
computer, then hit Submit  to upload  it and  
trigger  AutoPrep .

Triggering AutoPrep  From A User Console
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• AutoPrep  scans  the uploaded  document  
and  compares  its contents  to the 
participants  associated  with the 
transaction .

• Using this information, it automatically  
identifies and  assigns  signature, initial, and  
notary  tags  to the appropriate  
participants .

• Once  processing  is complete, a summary  
of the results is displayed,  and  you will be 
prompted  to click Next.

Triggering AutoPrep  From A User Console
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• You will be taken to the Document  Editor, 
where you can  review AutoPrep's  results 
and  make  any necessary  adjustments .

• If no changes  are needed,  click Done  in the 
upper- right corner.

Triggering AutoPrep  From A User Console

https://www.docmagic.com/sites/default/files/training/Document_Editor_2026_Revision.pdf
https://www.docmagic.com/sites/default/files/training/Document_Editor_2026_Revision.pdf
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• A confirmation message  will appear  
indicating that document  preparation  is 
complete  and  that you may  close  the 
AutoPrep  window.

• Return to your user console, where the 
newly added  document  will now appear  at 
the bottom  of the document  stack .

Triggering AutoPrep  From A User Console
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• While most  users encounter AutoPrep  
when adding  documents  to an existing 
transaction,  it can  also  be used to create  a 
package  from scratch .

• Upload  a document,  enter the required 
loan and  participant  information, and  
AutoPrep  will prepare  the document  for 
electronic signing and  notarization .

• To begin, launch AutoPrep  directly from 
your DocMagic  Dashboard .

Creating a New Package From AutoPrep
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• Begin  by entering the Loan  Number, which 
serves  as  the unique identifier for the 
AutoPrep  transaction . You must also  enter 
a Closing  Date  and  Closing  Time before 
proceeding .

• By  default, both Include eNote  and  
eNotary  Enabled  are set to No. 

• Transactions  that require an eNote  or 
eNotary  will be covered  in the following 
sections .

Creating a New Package From AutoPrep
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• If your transaction  includes an eNote , you 
will need to provide the corresponding  
WebDocs  Retrieval  Code . This code  can  be 
obtained  by generating  an eNote  in 
DocMagic  Online.

• If your transaction  requires eNotary , simply 
set eNotary  Enabled  to Yes. This will 
configure  the package  for electronic 
notarization  and make  the appropriate  
eNotary  options  available  throughout the 
workflow. Please  note  that if you do  not 
check  this box, the Settlement  Agent  will 
not be  able to assign  a notary  from their 
portal .

Creating a New Package From AutoPrep
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• Enter the borrower’s information. Fields 
marked  with an asterisk  (*) are required, 
including the borrower's First Name, Last  
Name,  Email  Address,  and  Access  Code . 

• The access  code  must be entered by 
the borrower before they can  access  
their eSign  documents .

• Ensure  the borrower's name  matches  
the name  that appears  on the loan 
documents  whenever possible, as  this 
helps AutoPrep  correctly  assign  tags  
during processing .

• If the transaction  includes additional  
borrowers, click Add  Borrower and  enter 
the required information for each  borrower.

Creating a New Package From AutoPrep
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• Next, enter the Settlement  Agent's  
information. A Settlement  Agent  is 
required for every AutoPrep  transaction  
and  must be entered before proceeding .

• Optional : Enter information for the Loan  
Originator  and  Underwriter if they will 
participate  in the eSign  transaction . 
Additional  participants  should only be 
added  when they are expected  to receive 
or interact with the package .

Creating a New Package From AutoPrep
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• Select  a document  from your computer  to 
upload .

Creating a New Package From AutoPrep
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• AutoPrep  scans  the uploaded  document  
and  compares  its contents  against  the 
participant  information entered earlier in 
the transaction .

• Using this information, it automatically  
identifies and  assigns  signature, initial, and  
notary  tags  to the appropriate  
participants .

• Once  processing  is complete, a summary  
of the results is displayed,  and  you will be 
prompted  to click Next.

Creating a New Package From AutoPrep
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• You will be taken to the Document  Editor, 
where you can  review AutoPrep's  results 
and  make  any necessary  adjustments .

• If no changes  are needed,  click Done  in the 
upper- right corner.

Creating a New Package From AutoPrep

https://www.docmagic.com/sites/default/files/training/Document_Editor_2026_Revision.pdf
https://www.docmagic.com/sites/default/files/training/Document_Editor_2026_Revision.pdf
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• You will see  this message  indicating that 
your documents  have  been successfully  e-
enabled . You can  either close  the AutoPrep  
tab  or begin  a new transaction .

Creating a New Package From AutoPrep
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• Seeing  this confirmation also  indicates  that 
email notifications have  been sent to the 
appropriate  participants,  inviting them to 
view or sign their documents .

• Borrowers  will not be able to sign 
AutoPrep -enabled  documents  before the 
scheduled  Closing  Date .

• However, they will still receive email 
notifications and may  access  and review 
their documents  prior to closing, just as  
they would with a standard  closing  
package  generated  through DocMagic  
Online or an integrated  LOS .

Creating a New Package From AutoPrep
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• Just  like any other eSign  enabled  package,  
your recently e-enabled  document  will 
appear  at the top of your eSign  Console .

Creating a New Package From AutoPrep

https://www.docmagic.com/product-training/esign-console
https://www.docmagic.com/product-training/esign-console
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