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• When you are ready  to Start  the eClosing , 
click the Start  eClosing  button to activate  
the Start  eClosing  dialogue  box.

• If you are a qualified DocMagic  RON,  you 
will have  the option to toggle  between a 
Remote  Online Notarization  and an In 
Person  session  before you start  the 
eClosing  event via Notary  Type .

• This section  will focus on In Person  
Electronic  Notarization  or IPEN . Select  In 
Person  and  click Start  eClosing  to begin. 

Start eClosing  -  IPEN (In - Person Electronic Notarization)
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• Enter your Notary  Access  Code  along  with 
the Viewing Code  and  click Get  Started .

• Next, select  your State,  County, and enter 
your Title before proceeding .

• If you uploaded  your certificate  to Secure  
Insight during your onboarding  process,  
you may  also  need to enter your certificate  
password  (not pictured).

IPEN -  In- Person Electronic Notarization
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• Select  a participant  by clicking Start .

• If there are multiple participants,  you have  
the option to choose  the one that would 
go  first.

• The (       ) icon, selected  in the image  shown, 
displays  the controls  and  status  of the 
signer(s) in the session .

• Click on the people  icon (   ) to see  
participant  information.

• The information icon (     ) contains  package  
metadata .

IPEN -  In- Person Electronic Notarization
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• Pass  the device  to the signer and have  
them enter the last 4 of their social  security 
number and  click Continue.

• If the signer did not eSign  their Initial 
Disclosures  through DocMagic,  they 
will be prompted  to check  the box 
agreeing  to the eSign  Disclosure  and  
Consent  form. The signer can  view the 
eSign  Disclosure  and consent  form by 
clicking on the colored  text.

• If the signer clicks cancel, the system  
will prompt  you to enter your notary  
access  code, and  the control of the 
interface will go  back  to you.

IPEN -  In- Person Electronic Notarization
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• The borrower will click on the Start  signing 
button in the top right (enlarged  in the 
image  for emphasis) .

• The system  will automatically  scroll to the 
first signature  and subsequent  signatures  
after.

• The borrower can  click any of the three 
objects  to begin signing:

1. The pen
2. The signature  box itself
3. The Sign  button at the bottom  middle

• For a full, detailed  explanation  on the eSign  
experience, please  click here . 

IPEN -  In- Person Electronic Notarization

https://www.docmagic.com/support/tutorials/docmagic-esign
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• The borrower will be prompted  to select  
their Signature  and  Initials.

• They  can  choose  a pre-made  set as  
shown in the image,  but they also  
have  the option to draw or upload  
them from the device  being used 
(very unlikely for IPEN) . 

• They  must check  the box authorizing the 
use of their electronic signature  before 
they can  confirm their signature  option 
through the Select  button.

• For a full, detailed  explanation  on the eSign  
experience, please  click here . 

IPEN -  In- Person Electronic Notarization

https://www.docmagic.com/support/tutorials/docmagic-esign
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• Once  the borrower finishes signing their 
documents  they will be prompted  to pass  
the controls back  to you.

IPEN -  In- Person Electronic Notarization
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• Take  the device  and  enter your Notary  
Access  Code .

IPEN -  In- Person Electronic Notarization
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• You’ll be back  on this screen  where you can  
click the Notarize  button to begin that 
process .

• If you have  additional  signer(s) on this 
package,  you have  the option to have  
them sign first before you Notarize  
anything .

IPEN -  In- Person Electronic Notarization
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• If you choose  the Notarize  option, the 
system  will load the document  package  
and  automatically  scroll to the first 
notarization  field. This may  take  several  
seconds .

• You may  have  to fill in certain text fields on 
a document  before you can  notarize. The 
system  will prompt  you if this is the case  like 
in the image  shown.

• The documents  column on the right is 
expanded  to show the list of documents  
that must be signed  under the presence  of 
the notary. You can  also  see  the full of 
documents  in the package  with the drop 
down at the top of the column. The visibility 
of this column can  be toggled  through the  
(     ) icon.

IPEN -  In- Person Electronic Notarization
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• Once  you click on the Notary  Seal  or 
Notary  Signature  fields, you will be 
prompted  to Draw or Upload  your 
signature .

• Please  note that you will NOT  be able 
to select  a pre-made  signature  for 
this step .

• You will need to check  the box 
authorizing the use of your electronic 
signature .

IPEN -  In- Person Electronic Notarization
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• After confirming your signature, the 
following items will be applied  with just a 
single click or tap :

• Signature  –  with date  and  time stamp

• Stamp  –  with commission  expiration 
date

• The system  will automatically  jump to the 
next notarization  tag . If you ever get  “lost”, 
click “Signatures  to go” in the top right, 
located  where the Done  button is in the 
image .

• Click Done  once  all documents  have  been 
notarized .

IPEN -  In- Person Electronic Notarization
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• If there were additional  tasks  that needed  
to be completed  (additional signing or 
notarization), you would be prompted  to 
choose  the next one.

IPEN -  In- Person Electronic Notarization
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• Once  all tasks  are completed,  you can  click 
the red button to End  Meeting. 

IPEN -  In- Person Electronic Notarization
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• You will be brought back  to the eClose  
Console .

• If other participants  need to sign before 
the package  is considered  completed,  you 
will see  that in the Status  column.

IPEN (In - Person Electronic Notarization) –  Post eClosing
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• You’ll see  a Congratulations  message  in 
the top right of your console  once  the 
transaction  is fully completed .

• You can  download  the completed  set of 
signed  documents  from the All-Docs  icon. 

• Lender  and  Title will also  automatically  
receive a copy  of the completed  document  
set.

• Please  keep  in mind that you will only be 
able  to access  this eClose  Console  for 90 
days  after the package  is complete .

IPEN (In - Person Electronic Notarization) –  Post eClosing
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• The eJournal  tab  will allow you to record 
your notarial services  performed  and their 
respective  fees. Once  you hit Save,  they will 
be sent to Title.

• Please  keep  in mind that DocMagic  does  
not handle payment  between  you and title 
–  this is simply for your records .

• You can  also  print the eJournal  with the 
printer icon.

• The Action  Log  tab  is an event log 
associated  with the package  that includes 
Date  & Time stamps .

• Please  keep  in mind that you will only be 
able  to access  this eClose  Console  for 90 
days  after the package  is complete .

IPEN (In - Person Electronic Notarization) –  Post eClosing
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