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• The Document  Editor  can  be accessed  
from the following user consoles  by clicking 
on the pencil icon next to Documents :

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

• It will also  be triggered  after an uploaded  
document  goes  through our AutoPrep  
workflow.

Getting to the Document Editor
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• By  default, document  thumbnails are 
displayed  in the left panel. The thumbnail 
view displays  color-coded  markers  
indicating which participants  have  
document  marks  on each  page . Each  color 
represents  a different participant .

• To switch to a condensed  list view, click the 
menu icon (three horizontal lines) located  
above  the document  list. This view can  
make  it easier  to navigate  the document  
stack  and  quickly locate  specific  
documents .

Left Panel –  Thumbnail vs List View
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• A tag  is a field within a document  that 
requires action  from a participant,  such as  
a signature, initial, date, notarization, or 
data  entry.

• Please  note that document  tags  
generated  as  part  of the original package  
cannot  be modified. These  DocMagic  tags  
are embedded  on DocMagic  forms and  
are configured  by our Forms  Team .

• Non-editable  tags  are identified by a lock 
icon. Hovering  over a locked  tag  will display  
the message,  "This eTag  cannot  be edited.“

• If a locked  tag  requires change,  the 
package  must be redrawn. 

Grey Tags = DocMagic, No Editing
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• Click the green  checkmark  icon to jump to 
the next signer tag  assigned  to a 
participant  other than the Notary . The 
number displayed  next to the icon 
indicates  the total number of non-Notary  
signer tags  in the package  (306 in this 
example) .

• Click the blue stamp  icon to jump to the 
next Notary  tag . The number displayed  
next to this icon indicates  the total number 
of Notary  tags  in the package  (109 in this 
example) .

• You may  use this method  to validate  that 
all the tags  have  been correctly  placed  
instead  of manually scrolling through the 
entire document  package .

Notary = Blue, Other = Green
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• If you need to add  and  assign  a tag  to a 
signer other than the Notary, use the 
Signatures  & Initials or PostFill  sections  in 
the eTags  panel on the right. Click either 
heading  to expand  or collapse  the 
available  tag  options .

• Select  the desired tag  type  (ex. Signature  
or Textbox). You can  either click and  drag  
the tag  to the appropriate  location on the 
document  or click the tag  once  to have  it 
automatically  placed  near the center of the 
page .

• While the grey  DocMagic  tags  cannot  be 
modified, additional  tags  may  still be 
added  to the document  if it has  not been 
signed .

Adding  Non - Notary  Signer  Tag s
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• When a tag  is selected,  four dots  will 
appear  at its corners . This indicates  that 
the tag  is active  and can  be modified. You 
may  resize the tag,  drag  it to a different 
location, or assign  it to a participant .

• All tags  must be assigned  to a participant,  
and  Unassigned  tags  will be grey . A 
warning icon will appear,  and  the Select  a 
signer field will flash red until a signer is 
selected .

Adding Non - Notary Signer Tags
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• Here is what the tag  looks  like after a 
signer has  been assigned . The Required 
checkbox  determines  whether the signer 
must complete  the field before proceeding . 
Signature  fields are marked  as  required by 
default and  this setting  cannot  be 
changed .

• Notice  that the warning triangle has  
disappeared,  and the text box is no longer 
greyed  out or labeled  Unassigned .

• If you added  the tag  by mistake, you can  
remove  it by clicking Delete  in the lower-
right corner or by pressing  the Delete  key 
on your keyboard .

Adding Non - Notary Signer Tags
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• If you need a participant  to select  one 
option from a list of choices,  use the Radio  
tag  located  in the PostFill  section . As  with 
other tags,  you can  drag  and  drop it onto 
the document  or place  it in the desired 
location.

• Once  the tag  has  been added,  use the 
properties  panel  on the right to assign  it to 
a participant,  mark  it as  required, and  
configure  the number of available  options . 
You can  also  click on the (+) icon at the 
bottom  of the tag  to add  more options . 

• If you simply need a participant  to 
acknowledge  a statement  by checking  a 
box, use the Checkbox  tag  instead .

Adding Non - Notary Signer Tags
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• Remember : Notary  tags  are blue. If you 
need to add  a field for the Notary, be sure 
to select  it from the Notary  section . Notary  
tags  are automatically  assigned  to the 
Notary  and  cannot  be reassigned  to 
another  participant . Likewise, non-Notary  
tags  cannot  be assigned  to the Notary .

• Most Notary  tags  are designed  to 
automatically  populate  information when 
appropriate . For example, the RON  
Regulatory  Language  tag  will 
automatically  apply  the state -specific  
wording required on remotely notarized  
documents .

Adding Notary Tags
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• If you add  a Signing  Date  tag  from the 
Notary  section, you can  choose  the date  
format that will be displayed . By  default, 
dates  are formatted  as  "June  6, 1944.“

• If you add  any date  related Notary  tags  
(Signing, Notarization, Commission  
Expiration)  the Notary  will have  to select  
the date  during the notarization  session . 

• If the Notary  needs  to manually enter text, 
use the Annotation  tag  –  it is the only 
Notary  tag  that can  be optional. All other 
Notary  tags  are required by default, 
meaning  the Notary  must complete  them 
before proceeding .

Adding Notary Tags
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• Once  you are satisfied  with the tag  
placement  and  configuration, click Save  to 
save  your changes . Wait for the button text 
to update, then click Done  to exit the 
Document  Editor and  return to your user 
console .

Click Save, then Done
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• You may  continue using the Document  
Editor  to modify tags  until the package  has  
been completed  and  fully signed . However, 
documents  that have  already  received  all 
required signatures  can  no longer be 
edited.

• When a document  is locked  from further 
editing, a green  banner  will appear  at the 
top of the document,  and  a green  
checkmark  will be displayed  next to the 
document  name  in the left panel .

Adding Tags After Signing Begins
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