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• DocMaster  is DocMagic’s  proprietary  
solution utilized extensively by closing  
agents  and  others nationwide as  a 
standalone  application  for viewing, printing, 
and  eDelivering document  packages  that 
can  be downloaded  from our website. 

Introduction –  What Is DocMaster ?
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• Anyone  using DocMaster  must have  the 
appropriate  User  Privileges  enabled  first.

• DocMaster  Document  Viewer: Grants  
the user the authority to view and  
print document  packages . 

• DocMaster  Email  enabled : Grants  the 
user the authority to e-deliver a 
document  package .

• Allow Attachments : Grants  the user 
the authority to attach  other 
documents  to the generated  
document  package .

• Allow Annotations : Grants  the user 
the authority to annotate  the 
generated  documents .

DocMagic User Privileges

https://stage-www.docmagic.com/product-training/user-accounts
https://stage-www.docmagic.com/product-training/user-accounts
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• DocMaster  requires a local  installation 
on your computer .

• Hover your mouse  over “Solutions” on the 
top ribbon of the website.

• Look  for the Document  Generation  section  
in the middle left of the banner  that 
appears  and  click “Downloads”.

• Click the Download  Now button below 
DocMaster  Document  Viewer.

• Or just click here.

Downloading DocMaster

https://www.docmagic.com/download/docmaster
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• Click the Download  button, then double 
click on the installation wizard and follow 
the instructions on screen .

• As  part  of the installation process,  you will 
check  a box agreeing  to our EULA  and  
select  the installation destination  on your 
computer .

• Bypass  any security warnings – DocMaster  
is safe  and  will not harm your computer .

• The final screen  of the installation wizard 
will notify you that the program  has  
successfully  been installed on your 
computer . Click Finish to complete  the 
installation. 

Downloading DocMaster
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• DocMaster  works with files in a proprietary  
DBK  (“DocBlock ”) format. If you are not 
using DocMagic  Online, you can  download  
DBK  copies  of every document  package  in 
the Document  Files  section  of the 
Dashboard  under My Documents .

• Click on the leftmost icon of the 
corresponding  document  package  to 
download  the DBK  file – the icon that 
resembles  a piece of paper  being pulled 
out of a hat.

DBK Files

https://www.docmagic.com/product-training/document-files
https://www.docmagic.com/product-training/document-files


7

• If you are  using DocMagic  Online, you can  
generate  DBK  files from the Process  
Confirmation  window and  download  them 
directly from the window (left).

• You can  also  download  them from the 
Process  Confirmation  email (right). 

DBK Files

https://www.docmagic.com/product-training/docmagic
https://www.docmagic.com/product-training/docmagic
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• You can  launch DocMaster  like any other 
application  on your computer . When 
launched  this way, it will open without any 
files loaded .

• Click File in the upper- left corner and  select  
a DBK  file from your computer  or enter a 
WebDocs  code . You can  find the code  in 
the Process  Confirmation  window or in the 
email shown on the previous slide.

Loading a DocMaster  File
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• Once  a file is loaded,  either using one of the 
methods  on the previous screen  or by 
double clicking a DBK  file saved  locally on 
your computer, you will see  the full list of 
forms, as  shown in the image  on the left.

• Click on a form to select  it. Selected  forms 
will be highlighted blue.

• Ctrl + click to select  multiple forms 
individually.

• Use shift + click to select  a range  of 
forms (click on the first form, then shift 
click the last one). 

Loading a DocMaster  File
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• You’ll find your Account  Number, 
Worksheet  Number, followed by the Loan  
Program  used to generate  the package  at 
the top of the list, plus an indicator that the 
package  has  been modified from your 
account’s  standard  stacking  order if 
applicable  “(reordered)”.

• On the left side, click on the (+) to expand  
your options  –  if you have  multiple forms 
per borrower, or if you have  multiple pages  
on a form. Similarly, click on (- ) to collapse . 

DocMaster  Forms List
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• The View icon allows you to view and  
annotate  your selected  forms in a 
separate  window –  covered  on the next 
slides. You can  also  double click on any 
form to view it directly.

• Viewed pages  will be denoted  by a check  
mark  (next to Loan  Detail Report  in the 
image) .

• If the View icon is greyed  out, please  check  
to see  if you have  anything  selecting .

Viewing and Annotating Forms
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• At the top, you’ll find controls to print, zoom  
in or out, navigate  between pages,  or go  
directly to a specific  page .

• You also  have  controls for annotating :

• Click Add  Text, then select  the 
location in your document  where you 
want to place  the annotation . Start  
typing, and  your text will appear  in 
green .

• Click  Del Text to remove  any 
annotations .

• Click Save  to apply  your annotations  
to the document—you can  still delete 
them later.

Viewing and Annotating Forms
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• When you return to the main document  
stack,  you’ll notice that the annotated  
document  appears  in red , indicating it has  
been edited or modified. The page  
containing  the annotation  will be marked  
with a pen icon.

Viewing and Annotating Forms
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• You can  also  adjust the stacking  order by 
clicking and  dragging  the forms you want 
to rearrange . However, please  note that 
forms that were moved  this way may  not 
be marked  in red. 

• If you want to save  the stacking  order, you 
can  do so in the File menu. However, please  
keep  in mind that this only changes  the 
stacking  order in DocMaster .

• If you try to exit the system  with unsaved  
stacking  order changes,  you will be 
prompted  to save .

Adjusting Stacking Order
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• If you want to reset the stacking  order of 
the package  to match  the default one 
associated  with your account,  delete the 
stacking  order saved  to the package . 
Close  DocMaster , then reopen the file to 
see  your changes  reflected .

Adjusting Stacking Order
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• You have  four ways  to Print. 

• Print All prints everything .

• Print Selected  prints only the 
documents  currently selected  
(highlighted blue). You can  also  save  
a selection of forms as  a separate  file 
using the Save  Selected  function. 

• Print Changed  prints out any edited 
or changed  forms denoted  by the red 
text.

• Print Remaining  allows you to 
highlight a single document,  print it, 
and every subsequent  document  
below it in the stack .

Printing
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• The next two icons, Attach  File and  
eDelivery, may  be greyed  out if you have  
not entered the appropriate  credentials . 

• Go  to Options  → Authenticate  and  enter 
the Email  Address  and  Password  
associated  with the file.  

Authenticating
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• Attach  File allows you to select  a 
document  from your computer  to attach  
to the package .

• Please  Note: This is how you send 
Appraisals  through DocMagic!  The 
Appraisal  button in DocMagic  Online does  
not work!

Attach File
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• Select  eDelivery to view your eDelivery 
options . 

• DocMagic  eSign  will be selected  by default. 
The options  in the row below correspond  
to this method :

• Signature  Enable : If you do not check  
this box, an eSign  package  will be 
created  in the eSign  Console  and  
emails will go  out to participants,  but 
nobody  will be able to electronically  
sign their documents .

• For Closing  Packages,  please  also  
specify  if you want to generate  an 
eNote  or use an eNotary .

eDelivery
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• In the section  below, select  the documents  
to include in this eDelivery. All documents  
will be selected  by default. You can  
deselect  individual forms or use the 
checkbox  in the top- left corner to select  or 
clear  all.

• Confirm your forms list and  hit Send . Emails  
will go  out to participants,  and  you will see  
the package  in your eSign  Console .

• Many of the options on this screen  will be 
disabled  for eSign,  and  are reserved  for the 
Secure  Link  option, covered  next.

eDelivery



21

• Your other eDelivery option is Secure  Link, 
equivalent to a secure  email. Your options  
for Signature,  Notary, and eNote  will be 
greyed  out, as  this is not an eSign  package .

• To add  password  protection, check  the 
optional  security box and  enter a 
password . Please  share  it directly with the 
recipient(s) outside of this platform. This 
password  cannot  be  recovered  by 
DocMagic  personnel . 

• Click Advanced  to access  additional  
features, such as  setting  expiration dates  
or disabling  recipient printing.

eDelivery



22

• Enter recipients in the To and  Cc  fields or 
use the dropdowns  on the right to select  
email addresses . You can  edit the auto-
filled subject  or add  an optional message .

• You have  the option to allow recipients to 
annotate  the files you send. Recipients  will 
receive an email similar to the Process  
Confirmation  email generated  by 
DocMagic  Online, with options  to access  
the files in DBK  or PDF  format. You can  
also  send  yourself a test copy .

eDelivery
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• Click Print and  Deliver to enter a recipient 
and  street address  and  send a request  
Print Fulfillment Center .

• Right  click on any selection to see  the list of 
available  actions  (Print, View, etc.).

• Redundant  controls for the top ribbon of 
icons can  be found in the file menu.

Final Thoughts
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