
Settlement Agent

Helpful Tips



#1: Don’t Confuse These Buttons!
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Click here to upload new documents to the package.

Click here to upload ink-signed documents.

NOTE: It is extremely important that you do not mix up these
two buttons and upload documents to the wrong place.



#1: Don’t Confuse These Buttons!
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The leftmost icon allows you to upload new documents 

to the package. When clicked, a window will appear 

where you can upload files from your computer.



#1: Don’t Confuse These Buttons!
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The rightmost icon allows you to upload 
documents that have been ink signed.

The QR Code on each page will place the signed 
documents in the right order in the stack. 



#2: Fix Incorrectly Tagged Docs While Signing!
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If you find an improperly tagged document during 

the signing experience, you may go back to the 

Settlement Agent Portal and fix it.

In this example, there’s a missing signature 

field for the borrower to sign.



#2: Fix Incorrectly Tagged Docs While Signing!
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From the settlement agent portal, click on the pencil 

icon and fix incorrectly tagged documents.



#2: Fix Incorrectly Tagged Docs While Signing!
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After you’ve made the tagging correction, go 

back to your signing experience. Click your 

name in the top right, then Restart Meeting.



#2: Fix Incorrectly Tagged Docs While Signing!
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Your changes will show.


