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Hybrid  1:

• Paper  Note

• Paper  Notary  

• All other Documents  Electronic

Lender  Role :

• The lender initiates and monitors the eClose  
transaction  while the Settlement  Agent,  
Borrower, and  Notary  complete  the 
remaining activities . 

Hybrid 1 Overview
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Getting  Started : 

• Start  by processing  a Closing  Package  in 
your LOS  or  DocMagic  Online

For DocMagic  Online: 

• Choose  “Closing”  from the Loan  Stage . 

• Review loan information prior to processing .

Processing Closing Documents in Your LOS
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Process  the document  set :

• Choose  “Closing”  for Package  Type . 

• Select  DocMagic  eSign .

• Select  eSignature  Enable . 

• Emails  will go  out to participants  once the 
package  is processed . 

• If your integrated  LOS  supports  generating  
closing  packages,  you do not need to go  to 
DMO to generate  a closing  package . 

• For detailed  instructions  on how to 
process  a Closing  package  from your LOS,  
please  visit our Product  Training Page  .

Processing Documents –  Hybrid 1

https://www.docmagic.com/product-training
https://www.docmagic.com/product-training
https://www.docmagic.com/product-training
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Monitor the Transaction : 

• Lenders  can  monitor the activity  of the 
Settlement  Agent  and Borrower in the 
eSign  Console . 

• Once  the package  is created,  it will be at 
the top of the eSign  Console . 

Lender eSign Console

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

• Participant  emails go  out as  soon  as  you 
process  the package,  but reminders can  be 
sent using “Send  Email”.

• Preview  Mode stays  on until Midnight 
Hawaii time of the closing  date, but you can  
toggle  it off here. 

• The Lender  can  also  access  the Settlement  
Agent  Portal  from their eSign  Console . 

• You can  check  the signing progress  for each  
participant,  as  their tasks  and  statuses  are 
time stamped .

Lender eSign Console

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

• Click-signed  Documents,  are reviewed in 
the Documents  Tab .

• Print & Sign  documents  should be 
completed  through the Settlement  Agent  
portal, but they can  be Marked as  
Complete  here by the Lender  under certain 
circumstances . 

Lender eSign Console
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• After the Lender  processes  the closing  
package,  the Settlement  Agent  receives  
an invitation email to their eClose  Console . 

• Here they have  the option to upload  
additional  documents  to the package  and 
tag  them for eSignature  in their portal .

Lender  Focus :

• Monitor progress  through the Lender  
Portal . 

Settlement Agent Process



9

Prior to Signing : 

• When the Lender  processes  the closing  
package  from their LOS/DMO,  the 
borrower will get  an email inviting them to 
access  the signing portal  for their set of 
documents . 

The  Borrower :

• Verifies by entering the last 4 digits of their 
SSN  and  the displayed  access  code  to get  
to their documents . 

Borrower Experience
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The  Borrower :

• Reviews  documents  online

• Accepts  eSign  Disclosure  and  Consent

Borrower Experience

https://www.docmagic.com/product-training/total-eclose-borrowers-journey
https://www.docmagic.com/product-training/total-eclose-borrowers-journey


11

During Signing :

• The Borrower clicks “Start  Signing”  to begin 
the signing process . 

• The borrower electronically signs  all eligible 
documents . 

Borrower Experience
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Documents  Requiring  Ink Signatures :

• eSign  Enabled  documents  are signed  
electronically.

• Print and  Sign  documents  require wet 
signatures  and  are located  at the bottom  
of the screen  in the Settlement  Agent  
eClose  Console . 

• The printer icon is selected  to print only the 
documents  that need to be ink signed . 

Hybrid 1 Wet - Sign Process
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Documents  Requiring  Ink Signatures :

• Once  printed, QR  Codes  help maintain the 
correct  document  order.

• Completed  wet-signed  documents  are 
uploaded  back  into the package .
• The cover  page  must remain on top. 

• Completed  Print & Sign  documents  display  
with a green  checkmark

• Any  unrelated documents  will be sorted  out 
into the Unrecognized  Uploads  tab .

Hybrid 1 Wet - Sign Process
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Transaction  Complete :

• The Lender  will be able to confirm that all 
documents  are signed .

• The Lender  can  Download  a PDF  of the 
signed  document  stack,  print the signed  
document  stack,  and  review completed  
click-signed  and  ink-signed  documents  

• The closing  package  will be automatically  
pushed  back  into an integrated  LOS,  if that 
function is supported,  as  soon  as  our 
system  recognizes  that the package  is 
complete  (all signatures  collected) . 

Completion & Lender Confirmation
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Final Notification : 

• Notification emails are sent to all parties  
when the transaction  and signatures  are 
complete .

• The borrower will receive an email when the 
whole thing is done, and  they can  download  
the finished document  package  from there. 

Completed  Documents : 

• The documents  tab  in the Lender  eClose  
Console  will show green  checkmarks  under 
the Completed  column. 

Completion & Lender Confirmation
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