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Welcome to Your Notary Guidebook

Welcome to DocMagic. In this specialized,
step-by-step walk-through of the R.O.N.
process, we will help you get proficient with:

Benefits of an eClosing

System Requirements

Invitation Acceptance

Notary eClose Console Usage

The DocMagic RON eClosing Process
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<. DocMagic

REMOTE ONLINE NOTARY (RON) REQUEST

Your notary services are being requested for a remote online closing

Please respond within 2 hours*

[Motary First Name],

We are requesting your services for the following remote online closing, on behalf of

[lender]:

Closing Event Information Property Information
Reference #: 019847-8594 County: Los Angeles
Date: June 25, 2020 at 11:30am PST State: California

Participants: 4

Notary Type: Total eClose Paperless

ACCEPT or DECLINE




Benefits of an eClosing

v" Closingsreduced from 60 minutesto 15 minutes

v" Lower risk for operational errors
o Nomissing data or signatures

v Better Authentication and Security
v Tamper-proof seal protects dataand documents
v" eVaultkeeps electronic record

v Moreefficient secondary market execution

o Nomoretrailingdocuments
o Fundfaster with fewer exceptions

v' Setsyouapart in the marketplace
v Moreflexibility forthe borrowers
v No paper
v No shipping fees

v No storage costs

v" Borrowers can review their documents prior to closing
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System Requirements

System Requirements

Laptop
Secure Internet
Camera

Microphone



Remote Online Notary Reguest

The Notary receives a request
for R.O.N. services from the
Settlement Agent.

-* DocMagic

REMOTE ONLINE NOTARY (RON) REQUEST

Your notary services are being requested for a remote online closing

Please respond within 2 hours*

[Motary First Name]

We are requesting your services for the following remote online closing, on behalf of

[lender]
he fo
Closing Event Information Property Information
Reference #: 019847-8594 County: Los Angeles
Date: June 25, 2020 at 11:30am PST State: California

Participants: 4
Notary Type: Total eClose Paperless

ACCEPT or DECLINE

A

If you have any questions about this process, cligk here to view our training and support
information.

Thank You!

[Settlement Agent Name]
[Settlement Agent Company Name]
[Settlement Agent Email Addresz]

*Please note:
If we do not receive a response within 2 hours, wilimay have to engage another service
provider.

The emall includes the option to
accept or decline the request.




Accept or Decline

The Notary will be taken to a page where
they can accept or decline the request and
provide comments regarding the decision.

7 DocMagic

Docmagic,

Your services are requested for a remote online notarization for 1
participants on October 29, 2022 at 12:00pm PDT for a property in
Burlington, NJ.

Docmagic,

ﬁ

*Please note:

If we do not receive a response within 2 hours, we may have to engage
another service provider.

Thank You!

Sally Settlement

Settlement Closing Company
sally.settlement223@mailinator.com

Pro Tip: The Notary has two (2) hours to accept
or decline before the system alerts the
Settlement Agent to assign another Notary.



Access to the eClose Console

Once the Notary accepts the request, they will
receive a confirmation email which provides
secure access 1o their eClose console.

7 DocMagic

)

REMOTE ONLINE NOTARY (RON)

Congratulations!

o

INE NOTARY (RON)

DocMagic, p *

Thank you for accepting our request to provide eNotary services for the following
remote online closing:

Closing Event Information Property Information

Reference #: 1664478411568 Address: 935 Willow Street [opertyitacsiation
Date: October 29, 2022 at 12:00pm PDT  City: Burlington

Participants: 1 state:NJ 00 R HEE e
Notary Type: Remote Online Zip Code: 08016

Lender Information
Company Name: DOCMAGIC TEST LENDER
Contact: DOCMAGIC TEST LENDER

To access your eClose console for this transaction, please m «

*Please note: You must obtain your Total eClose™ eNotary certification prior to the
closing on October 29, 2022.

If you have not conducted a Remote Online Notarization in the last 30 - 45 days, you
have an opportunity to refresh your skills by re-taking our RON Certification course.
Click HERE to access the course.

Take advantage of the R.O.N. Guidebook! Click HERE to download it.

Thank You! A

Sally Settiement
Settlement Closing Company
sally.settlement223@mailinator.com

Note: You must re-certify if you havent
conducted a R.O.N. closing in 45 days. The link
to accomplish this and the link to download
this guidebook can both be found here.




Access to the eClose Console

All pertinent information regarding the parties on
the transaction is at the top of the notary portal.

The eClosing Countdown Clock keeps the Notary
on track right up to the moment of closing.

A DocMagic  eClose Console (Notary)

LENDER SETTLEMENT AGENT COUNTDOWN TO CLOSING

#  Signer Name / Email

Documents(6) BB ¢ R & A

#  eSign Enabled

The Signers area highlights all participants, Knowledge
Based Authentication (KBA) and |.D. Verification.




Help Button

From the Notary Console, you can find a tutorial just like the
one youre reading now. Just click on the name, then Help.

) DocMagic  eClose Console (Notary)

Dashboard
SETTLEMENT AGENT COUNTDOW

1
My Account

4 Preferences
-

25 petaits Contact Us

m R

Signers (3)

Notary Type r
#  Signer Name / Email Role Notary Name / Email - : KBA / Status 1D Verity | Status R
0sing Time Sign Out
John Smith 4

Documents(6) BB ¢ 1 &

#  eSign Enabled
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Inspecting and Prepping Documents

The Documents area includes all the documents in
the package that will be eSigned. The Notary can click
on each document separately to review for accuracy.

. DocMagic  eClose Console (Nofary)

4% Details eJoumal [Space Below This Line For Acknowledgment]

Sig ners ( 3) A notary public or other oflicer completing this certificate verifies only the identity of the individual who signed
the document to which this certificate is attached, and not the truthfulness, accuracy, or validity of that document.

#  Signer Name / Email
John Smith o State of _CALIFORNIA )

Comyof MERCER )

Ofiver Originator

On before me
Date Here Insert Nome and Title of the Notarizing Officer

Sally Settiement

personally appeared _Eliseo Sample

Documents (6)

#  eSign Enabled Name(s) of Signer(s)

Closing Disclosure who proved to me on the basis of satisfactory evidence to be the person(s) whose name(s) is/are subscribed to the
within instrument and acknowledged to me that he/she/they executed the same in his/her/their authorized capacity(ies),
and that by his/her/their signature(s) on the instrument the person(s), or the entity upon behalf of which the person(s)
acted, executed the instrument

te Fixed Rate Elect

MERS New J Teertify under PENALTY OF PERJURY under the laws of the State of California that the foregoing paragraph s true
and correet.

WIINESS my hand and official seal.

Affidavit

Signare of Notary Public

Notary Seal




Tagging Documents

f there are documents that
are tagged incorrectly, click
on the pencil icon to fix them.

"‘ DocMagic eClo: 2 Console (Notary)

LENDER SETTLEMENT AGENT COUNTDOWN TO CLOSING

23 petaits

Signers (3)

Documents (6) !FI} [+

#  eSign Enabled

NOTE: You need to make sure that vou've
accurately reviewed the tagging. You must do this

at least 3 hours before the RON signing experience. v&

11



Adding eSignature Tags

In the toolbox on the right, you can add participant
signatures, Notary signature and stamp and Postfill
items such as check boxes, text boxes and date boxes.

California Deed of Trust (MERS)
Prepare documents for signing.

+ eTags

Q.. Signature & Initials

[Space Below This Line For Acknowledgment]
Signature

A nolary public or other officer completing this certificate verifies only the identity of the individual who signed Initials

the document to which this certificate is attached. and not the truthfulness, accuraey, or validity of that document.

PostFill

State of _CALIFORNIA )
Textbox
Coumyof MERCER
On before me. Phone Number

Date e Tnsert Name and Tite of the Novarizing Offcer

Date
personally appeared _Eliseo Sample

Checkbox

Radio

Name(s) of Signer(s)

Notary Field

who proved 1o me on the basis of satisfactory evidence to be the person(s) whose name(s) is/are subscribed to the
within instrument and acknowledged to me that he/she/they executed the same in his/her/their authorized capacity(ics),
and that by his’her/their signature(s) on the instrument the person(s), or the entity upon behalf of which the person(s) . Signature
acted, executed the instrument.

N “ Notary Seal
Leertify under PENALTY OF PERJURY under the laws of the State of California that the foregoing paragraphis true = v

and correct.

9) Notarization State

WIINESS my hand and official seal.
9 Notarization County

Signing Date

Signature of Notary Public Notary Name
Notary Seal RON text
4 Commission Expiration

Appearance Day

Because these documents are signed electronically, a
notification will automatically be included on each
notary page, alerting you and the borrower to that fact.

12



Start eClose

13

Signers (3

Click the Start eClosing
button which activates the
Start eClosing dialogue box.

Start eClosing

You are about to start the eClosing process!

i * The in package is complete and ready for eClc
wi « All ut t e-enabled document ave been

3=
3 oewis | gajact the eClosing Participants below

Select Signer Email
jocmaagi

ksmith@email.com

A meet vitation v @ sent to the participants indicated t

Before you continue, please verify the following

based authentication (KBA

Cance: |

h----‘

Start eClosing I

to include in the signing room.

Choose the participants you want
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Start eClose Control Panel

You'll need to repeat this process if another participant
will be signing at a different time. Choose both if you will
be signing both at the same time

Start eClosing

You are about to start the eClosing process!

A meetir vitatior

Before you continue, please verify the following:

N package

uploaded or e

Select the eClosing Participants below:

Select Signer

hn

e sent 1o the particy s iIndicated below

complete and ready for eClc

enabled documents have been ir

Email Time

trutt@docmagi

) Kim Smith

ksmith@email.com

If KBA isn't required, you can still
check this Include KBA link box to
invite the borrower to complete the
verification process when they are
invited.

N TO CLOSING

. Start eClosing



Invitation Emall

Participants will receive an invitation emall
containing all pertinent closing information and
a Start Now button to enter the eClosing event.

Your eClosing is about to begin!

7 DocMagic

is about to begin!

2
Your eClosing ﬁ
-

. J Hi John Smith

Welcome to the eClosing for your property at 935 WILLOW
STREET, BURLINGTON, NJ 08016

Click the button below and follow the instructions to join the event

Start Now

QO For an optimal eClosing experience, use Google Chrome

If you have any questions, please contact Andy Agent at

struitt @docmaglc com

Thank You!

15

G docs@docmagic.com oy bl
Alan Dai
7) If there are proble ! this message is displayed, click here to view it in a web browse




Using Your Access Code

You will log in using the Notary Access
Code that was given to you with your
Secure Insight Notary certification.

% DocMagic Welcome DOCMAGIC!

ur identity and validate that you have the abllity 1o access Y
the following information

2089817
Access Code: 2089817-dYoGcUWCwe

The Borrower will be typing in the last 4 digits of
their social security number and the viewing code.



Mic and Camera Access

The borrower will
be reminded to
make sure their
microphone and
camera are
activated.

The borrower
will then be given
y | the option to

3 b include others in
c - N the meeting.

Who will be joining?




|[dentity Verification

When the borrower clicks on the start eClosing button
in their emaill, they will be directed to complete the
KBA process prior to joining the eClosing.

€«

% DocMagic

Welcome to your eClosing!

To begin the closing process, we need o ask you a few
guaslions to confirm your identity

(T} You will have 2 minutes to complete the questions.

The Participant will then complete the questions
and hit Submit to register their answers.

NOTE: The participant will only be allowed 2 attempts at a score of
4 out of 5 correct answers. If they do not pass after two attempts,
they will be locked out for 24 hours.



Preparing for eSignatures

19

The moment the meeting begins, the
session is automatically recorded.

Waiting for everyone to join the meeting and for you

to go through the authentication process..

Borrowers may still be completing
their KBA questions, if applicable.




KBA Assessment

20

When the Participant successfully completes the
assessment, they will receive this confirmation.

7 DocMagic

[*)
=

Success!

a You successfully passed the questionnalre

Cantinue

They will then be returned to the Notary
signing room to begin signing documents.




Preparing for eSignatures

f required, the Notary
would initiate completion of
the I.D. Verification process.

citibank

ID - Not Started

Waiting for everyone to join the meeting and for you

to go through the authentication process..




|[dentity Validation Request

Go back to your Notary Portal and
click on the Smart Phone Icon.

. DocMagic  eClose Console (Notary) @ poc~

LOAN van #: 4 LENDER SETTLEMENT AGENT COUNTDOWN TO CLOSING

Worksheet #
Signers (3)
#  Signer Name / Email Role Notary Name / Email z‘:’: Sign

Oliver Originator

Identity Verification

Text |dentity Verification

I Mobdile Phone # 800 '555-1212 ’ I

Identity Verification Link

i Lisk = disslisyed heee
L 8 B N N N N |
e |
1

h------

Verify the phone number and
click Text Identity Verification.

22



| D. Validation via Smart Device

“ DocMagic

IDENTITY VERIFICATION

¢ InPartnership With
[DoLOGY

23

The Participant will
receive a text message
containing a link to
complete the I.D,
Verification process.
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| D. Validation via Smart Device

< Messages ol T ® 827 AM ¥ 97 -

AA 8 stage-www.docmagic.com ¢

< DocMagic

IDENTITY VERIFICATION

You are about to begin
the verification process.

Please grab a photo h

identification card

&:
O

(< > a_ o 0]
©

This welcome
screen alerts them
to retrieve a photo ID
or driver’s license

4.. EEEEEEEEEEEEEEEEEENEESR

First, the Borrower
must select the
Country in which
they reside.

< Mossages wtl ¥ ® 8:27 AM 07 .-

AA @ stage-www.docmagic.com ¢

< DocMagic

IDENTITY VERIFICATION

Please select the country

for the document
from the drop-down:

United States

.
-
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| D. Validation via Smart Device

< Mossages wll T ® 8:27 AM 707 -

AA

from the drop-down:

Driver's License 4

@ stage-www.docmagic.com ¢

% DocMagic

IDENTITY VERIFICATION

C)

Please select the document type

The Borrower will
then choose their
form of I.D. from the
Drop-down menu

m <IIIIIIIIIIIIIIIIIIIIIIII

The Borrower will
then choose the |.D.
or License photo as

locmagic.com

¥ DocMagic

IDENTITY VERIFICATION

a file on their device.

> (Gemr) NO file selected
Photo Library
Take Photo or Video

Browse

Capture front of document
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% DocMagic

IDENTITY VERIFICATION

Place your ID on a fat surface and position It Inside the frame

L

iIARKANSAS DRIVER'S LICENSE

| +123 NORTH STREET
CITY, AR 12345

The Borrower
may be asked
to also take a
'selfie’ so the
system can
compare the
image with
the official
identification.

| D. Validation via Smart Device

% DocMagic

IDENTITY VERIFICATION

Place your ID on a fat surface and position It Inside the frame

A1 11109001 POON 00001

L

The Borrower will be
prompted to include
both sides of the |.D.

This check mark
indicates that the
upload of the I.D.
was successful.

< Messages wl W w27 AM 7 s —

AA # stage-www.docmagic.com ¢

7 DocMagic

IDENTITY VERIFICATION

Upload

Successful

o o o
(=2

W



Verification Complete

The goal at this point is to have both
circles green and checked as successful.

. DocMagic  eClose Console (Notary)

LOAN Loan#: 00010182 LENDER SETTLEMENT AGENT COUNTDOWN TO CLOSING
Primary Barrower: Stephen Truit Company: NDER Company: SETTLEMEN
Type: g Contact: ohen Tr Gontact: §
Package ID: 2 Email - gic Email; s

Worksheat # 783 Version: 1 Phone: (310} 463 Phone: |

[2=] etaits [® evournal "D Action Log

Signers (2)

Hotary Type /

Giasing Data - Time KBA / Status 1D Verify / Status Status oSign

&  Signar Name / Email Notary Name / Email

C 0N 0 [ open
10/18/2022 - 12:00pm & © o ® Ready | signing Acom

Identity (ID) Verification Results [ open
Signing Ficom

Documents (23) confidence Score: 100% View Report (7'

¢ eSign Enabled [ I

Freeze/Close Letter

Uniform Residential Loan Application

Muitistata Fixed Rate Elactronic Note

Minnesota Morigage MERS)

Specific Closing Instructi

Bormower's Certification, Authorization and Consent

Hazard Insurance Autharization and Requirements

IVES Request for Transcript of Tax Retum

27



Verification Complete

28

f the [.D. Verification fails, click on the red circle. You can
manually enter the Borrower's |.D. information (including
photos) and approve the necessary information.

. DocMagic eClose Console (Notary)




Preparing for eSignatures

citibank

Waiting for everyone to join the meeting and for you
to go through the authentication process

PROTIP:If for some reason the upload of the
license or I.D. in the |.D. Verify phase is rejected,
you may use the video to establish proof of
possession of the government issued |.D.



Ready to Sign

Once the signer completes their KBA (if applicable)
and ID verification, their status will change to
Readyto Signand their Start button will illuminate
indicating it is safe to begin the signing process.

citibank

Waiting for everyone to join the meeting and for you
to go through the authentication process..

Only one signer can execute documents at a time.

When you're ready for the signer to
begin, click their Start button and they

can begin the eSignature process.

30
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Along the top, the borrower will find
indicators that show progress of the
Review, Ink-sign, and e-Sign processes

ADDENDUM TO LOAN APPLICATION

All documents are listed in this column on the right and
are currently in a review only mode. We advise that the
borrower reviews all documents during the review only
mode, so that when they are in the signing mode, they

can simply focus on signing the documents.




The printer icon allows the borrower
to print the documents at any time.

ADDENDUM TO LOAN APPLICATION

AL IFORNLA Iix T ) REQETH T AT "THE AFFLICANT. IF MARRED,

TOWE RECEIVED & COFY OF THIS SOTHE. WHICH IS PART OF W5 00 RO REB WFFLNATION,

They can expand the signing
window and increase or
decrease the zoom ratio.
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Signer's View

citibank

Addendum To Loan Application

e GO0 0T

CALUFORNIA DOMESTIC PARTNERSHIP ADDENDUM TO
UNIFORM RESIDENTIAL LOAN APPLICATION

Neewedingly, ¥ you, o Bhe Borrower, indicate Shal you are Mesived b & dumeiec purtseniiy
rghiered with the Stabe of Caulornte o part of o brgel wnbon farmed i snethur Jurbaionn, e
Lumaber w8l rvquirs vt yoour dmmmestie. s ter whves g Wve devd of Arwsd or efher sexcmrily Rmdrsement
(met prrtagn ceher rolated ban docamments) it wcervs cepy e of e b

You il comenlt o snerncy S oot Mgl advion snpaniing comsematy grogerty ights sed for

When the borrower has completed their
review and is ready to sign, they can click
on the start signing button which will make
the signature buttons active. You as the
Notary will be able to watch them sign.
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7 DocMagic

Applying Signer eSignatures

There are three different ways a
participant can sign their documents.

@) review

Addendum To Loan Application

Loan Number: 1617208194905

ADDENDUM TO LOAN APPLICATION

CALIFORNIA CIVIL CODE SECTION 1812.30 REQUIRES NOTICE THAT "THE APPLICANT, IF MARRIED.
MAY APPLY FOR A SEPARATE ACCOUNT."

1(WE) RECEIVED A COPY OF |@uu HIS PART OF MY OUR CREDIT APPLICATION,
Sign h
ortower Michael Somple ate ortower

Date

1) Click on the pencil icon to the left of the signatureling;

2)  Click the box that says Sign:;

3) Clickthe Signbox on the bottom of the page.



Applying Signer eSignatures

The borrower will have the option of choosing a
representation of their signature, draw their own, or
upload a .png or jpg of their signature to be used.

7 DocMagic @ Review o ik o Sign

Please complete all th signatures Mdmd“‘m l|:o L‘om‘ A;p“mion

L]

Create Your Signature
Al e

CALIFORNIA CIVIL COL
MAY APPLY FOR A SEP

T(WE) RECEIVED A CO

i

Michael Sample
Borrower |

signatures to Go . 5

All document s

Addendum To Loan Application
Loan Estimate
Borrower's Certfication And Authorizat..  /
Borrower Consent To The Use Of TaxR..  #*
Ives Request For Transcript Of Tax Ret..  /
Authorization For The Soclal Security A /#
California Acknowledgment Of Receipt 7/
ifornia Automated Valuation Model ./
alifornia Coples Of Signed Documents  /*
alifornia Fair Lending Notice
alifornia Hazard Insurance Disclosure  /

Fair Lending Notice

Federal Equal Credit Opportunity ActN.. /

Once a signature is applied, the page
will automatically advance to the next
signature tag, Postfill box or text box.

35
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Applying Signer eSignatures

some forms may reguest additional data
entry or option selection, such as checkboxes.

Michael Sample

7 DocMagic

lon: Ths tax ranscript s baing sant & any ] o g (s68 ons)

TransCrit regyeiedes e . T, % w—— o oy one ta form number

eris, Form 1065, Form

Retur Transcriptwhich ncudes st of ok = o o R o vanserpl oat ol el changer K

eries. of Form 5499 series
wih

o from tho IRS urt

1213112019

cery that | have the

tory atests that heishe has read the the authority to sign
tions.

hature(see maructons) a0 Phone number of Gxpayer on ne 12 o 22

(800)649-1362

PrintType narme.
Michae

ip
Tite 1 1ne 14 abc/e & 3 coporaton partwersh, eatate, or FUS)

Spouse’s signature

PrinuType name

P ™ 4506 (3.2020
aperwork Reduction Act Noice, see page 2,

% DocMagic

Settlement Services Provider List

Your Home Loan Toolkit

Loan Number: 1617208194905

36



Applying Signer eSignatures

37

When the borrower is done signing, they
must click DONE and then Continue to
set you up for Notary signatures.

Time to Notarize!
All documents signed! The notary will take it from here




The Notarization Process

38

citibank

Now, control and signing ability
s transferred to the Notary.

Ready To Notarize?

A d
and ready to be notarized
_

The Notary will now start the signing process.
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Add Your Signature, Seal, and more

When the Notary clicks on the signature line, their
signature and any other pertinent data, such as
their Notary seal, will be automatically inserted.

ACKNOWLEDGED AND AGREED:

B




Status When Complete

40

citibank

Once the first signer is finished, (If
you have more than one signer) the
notary sees the status change to
Signing Complete..

..and you can then repeat the process for the
next Signer by clicking their Start button. You
must do this for all Signers one at a time.




Ending the Meeting

The process is complete once all the
participants’ and Notary's signatures have
been captured. The meeting may now end.

citibank

All documents were successfully notarized!
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Email Confirmation

Notification emails are sent to all parties.

Thank you - Electronic Signing Completed

’ #® docs@docmagic.com <docs@docmagic.com>

To: Steve Truitt
A To protect your privacy, some external images in this message were not downloaded. Download external images
Stephen,
Thank you for completing the electronic signing process.
We recommend that you save this email for future reference and for instant access to your documents in the future.
You may access your electronically signed documents at any time. Click here to access your documents now.

If you have questions about this process, click here to visit our online support system.

This message and any attachments contain information which may be confidential and privileged. Unless you are the addressee (or authorized to receive
for the addressee), you may not use, copy or disclose to anyone any information contained in this message or in any attachments. If you have received this
message in error, please advise the sender and delete this message and any attachments. Please consider the environment before printing this email.

The email will allow the Borrower to
download their signed and notarized
document package from a provided link.




CONGRATULATIONS!

Back on the Notary eClose Console,
click on this tab to access the eJournal.

". DucMagic eClose | ‘onsole (Notary)

Se Who can see your viewing activity? X
LENDER SETTLEMENT AGENT CLOSING COMPLETED

Congratulations!

Recordings

File

Click on the down arrow to
access the borrower’'s journal.




eJournal

44

Use the dropdown menus to select the type of
Notarial Service. Toggle choices by clicking on
the box and using the up and down arrow keys.

7 DocMagic eClose Console (Notary)

5S¢ Who can see your viewing activity? X

LENDER SETTLEMENT AGENT CLOSING COMPLETED
Company
Contact

&3 petais B esournat

Journal &

#  Signer

Congratulations!

f{)}if! Snﬂf.ﬁ

Enter the fee for each Notarial

Service performed here.




eJournal

The notary journal contains the audio
and video of each RON signing session.

" Dc cMagic  eClose Console (Notary)

Joungl &

The best practice would be to store
these materials right after the signing
experience. Click here to download.




Action Log

Click here to see the Action Log. This tab
shows the actions that everyone involved
in the process has taken, and when.

<. DocMagic eClose Console (Notary,

SETTLEMENT AGENT CLOSING COMPLETED

Congratulations!

Date & Time (PST)

Add Internal Note To Action Log II

You may also add notes at the bottom.




