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Getting Started

Mortgage Director

Start by opening Mortgage Director and choosing a loan.



Borrower Information
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On the left menu, click on the Borrower(s) 
names to open a window where you can 

view and edit their information.

Click here to save your changes when finished 
and hit the X to the left to close the Borrower 

Information window.



Loan Check
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The Loan Check icon is red because we 
have not run the audit yet.



Disclosures
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For demonstrative purposes, we’re generating a set 
of Closing Documents. Select Closing Disclosures.



Disclosures
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Fill out the information on the Closing 
Documents window that appears. 

Check this box to generate the document 
package in a format that can be managed with 
DocMagic’s proprietary software – DocMaster.

https://www.docmagic.com/product-training/docmaster


Disclosures
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Select your Package Type from here 
(drop down shown to the side). 

Select your Loan Stage from here.



Disclosures
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Make sure to select the correct Program Code. 

Click here when you’re done filling out the data.



Disclosures
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If the request was successful, you’ll 
see this window. Click OK.



DocMagic Audit
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If your request goes through, a list of audit messages will 
appear. Click on the link the view your documents. 



Loan Detail Report
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This will bring up your entire set of documents, 
the first 12 pages of which are the Loan Detail 

Report. The rest is the closing package.

A breakdown of the Loan Detail Report is included 
on the next page. For more information, please 

visit our Product Training Page.

https://www.docmagic.com/product-training/compliance


Loan Detail Report
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Compliance Audits: Shows the customer the 
complete audit and the Tolerance Cure Summary 

(money going back to the Borrower).

Transactions Details: Shows data DocMagic picked 
up. Here information needs to be validated.

Data Validation: Shows Warning messages, 
Summaries and Account Analysis. 



Loan Detail Report
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Continue scrolling past the Loan Detail Report 
to see the rest of the documents.



Clicking the Checkmark
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Clicking the checkmark opens the window shown below. 
It’s another way to check your audit results. Yellow 
indicates a warning, but you can still move forward. 

Click here to go back to the Loan Overview.



Qualification
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Select “Qualification”.

The green checkmark in this window 
indicates that everything is ready to go.



Disclosures
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Exit the qualifications and select a 
Disclosure to bring up this window again.

Uncheck Use DocMagic BLK and go to the eDocs tab.



eDocs Tab
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Checking Enable eSign allows borrowers to click sign 
their documents. Event Notification is a feature where 

you can add anyone via email that you want to be 
alerted of the transaction.

Checking eDisclosure allows the participants 
to receive these disclosures electronically.



eDocs Tab

Mortgage Director

Enter participant e-mails and click 
here to send out the package.



eDocs Tab
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If the request was successful, you’ll 
see this window. Click OK.



Participant E-mails
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Please see the Total eClose section of DocMagic’s 
Product Training Page for more resources on our 

end-to-end eClosing solutions.

Participants will receive e-mails where they can click a link to 
access their appropriate closing portals.

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


Accessing eSigned Documents

Mortgage Director

Completed and signed document packages can be viewed 
directly in the LOS. Go to the Analyze tab and click History.



Disclosure History
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The Disclosure History window will appear. 
Choose a loan, then click View Disclosures.


