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• Please  be sure that you have  valid 
DocMagic  credentials  entered in Arive.

• Navigate  to User Settings  by clicking on 
your initials at  the top right, selecting  
Credentials,  and  then DocMagic .

Before We Begin
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• Select  a Loan  from your pipeline.

• To generate  disclosures  after loan data  is 
entered, select  Disclosure  Forms  on the 
left, then Disclosure  Packages .

• Please  note that Arive requires you to 
generate  Initials first. Even  if you manually  
change  the loan stage,  you will still be 
prompted  to issue a Loan  Estimate  or 
Initial Disclosure  package  before you can  
generate  anything  closing  related .

• Select  your package  type, then click 
Generate  Package . Don’t worry –  we’re 
not generating  the documents  right away  
and  you won’t get  charged  just yet.

Initial  Disclosures
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• If you have  not selected  your Loan  
Program,  you will be prompted  to do so 
here. Click Continue to Audit after you have  
chosen  one.

• Add  Loan  Programs  to your account  and  
manage  existing ones  through the Plan  
Manager  on the DocMagic  Dashboard .

Select  Loan  Produc t

https://www.docmagic.com/product-training/plan-manager
https://www.docmagic.com/product-training/plan-manager


5

• After your Loan  Program  is confirmed, the 
audit will run and  you will be presented  with 
the results:

• An Error is equivalent to a DocMagic  
Fatal . You may  not generate  a 
package  if any are present  and the 
Generate  Doc  Package  button will be  
greyed  out.

• You may  proceed  with generation  if 
you have  Warnings.

• Some  messages  have  a Fix Now button 
that will take  you directly to the data  point 
in Arive that may  require your attention.

Audit
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• If the Audit does  not return any 
Fatals /Errors, then you may  proceed  with 
generating  the document  package . You 
may  see  a window asking  you to confirm 
your decision, as  charges  may  apply .

• You may  re- run the audit or print the audit 
messages  from this screen .

• You also  have  the option to change  your 
Loan  Program  (“Change  Product”)  before 
generation . You will be prompted  to re- run 
the audit if you choose  to do so.

Confirm Generation
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• Once  the package  generates,  you will see  
a preview of your document  package,  
starting  with the Loan  Detail Report . 
Please  note that this report is for your eyes  
only and will not be sent out to anyone  for 
signatures .

• Click on any document  name  in the left 
column to preview it.

• Click Download  for a PDF  copy  of the 
package .

Previewing  Document s
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• Click Send  for eSigning  when you are ready  
for the package  to go  out for signature . 

• You will see  this confirmation window that 
displays  the expected  recipients and the 
attached  document  package  before you 
send  it out. Emails  will be sent to the 
named  recipients to eSign .

Send  for  eSignin g
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• You will see  this message  after you confirm 
your decision to send  the package  for 
eSign . Click Continue.

Send  for  eSignin g
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• You will be back  on the Disclosure  screen, 
and  the loan will be moved  to the next 
status .

• You can  track  progress  under “Generated  
Packages” . We’ll explain how all this works 
on subsequent  slides.

Generated  Package s  
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• Hover  over the package  name  (“Initial 
Disclosure  Package”)  to see  the exact  time 
that the package  was generated .

• Click on the paper  icon next to the 
package  name  to view and  download  a 
copy  of the package .

• Hover  over the initials of a recipient for 
preview of their eSign  status .

Generated  Package s  
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• Click on the package  name  to expand  your 
view and  see  the status  of every recipient.

• You can  hover a completed  status  (green 
check  mark)  to see  exactly  when that step  
was finished.

• You can  copy  the eSign  link for a recipient 
on the right and  send  it to them directly. 

Generated  Package s  
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• You have  the option to Refresh  the eSign  
status  of an individual package  or you can  
refresh the status  for every  package  by 
clicking Refresh  All. You can  also  view your 
Disclosure  Timeline next to Refresh  All.

• The three dots  by the Refresh  button allow 
you to download  a PDF  of the package  or 
cancel  the eSign  request .

Generated  Package s  
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• Your newly generated  package  can  also  be 
found in the Documents  section .

Documents 
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• In Arive, once the Initial Disclosures  have  
been issued, the loan becomes  read -only. 
A  Change  of Circumstance  must be done if 
you want to edit.

• To begin  with the CoC,  click on the CoC  / 
Edit  Loan  link in the top left. In the 
confirmation window that appears,  click 
Okay,  Continue.

Change  of  Circumstanc e
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• Make all your necessary  updates,  then click 
Save  & Review on the bottom .

• Clicking the Save  & Review button brings 
up the Fee  Tolerance  Analysis  window 
where the Cost  to Cure may  be entered for 
any Fees  that were updated  if they are not 
valid for a CoC . 

Change  of  Circumstanc e
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• Once  all updates  have  been completed,  
click the Redisclose  button in the top left.

• You will be presented  with a summary  of 
the changes  made . If everything  is correct, 
select  a CoC  reason  and  click the 
“Continue” button to proceed .

Change  of  Circumstanc e
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• To finalize the CoC,  you will need to 
generate  the package .

• You may  be asked  to confirm the date  of 
discovery  and  CoC  reason  one more time, 
but after that you will follow the same  
workflow to generate  the package . 

Change  of  Circumstanc e
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• Your loan will need to be in the “Approved  
w/ Conditions” status  before you can  
request  a Closing  Disclosure . Please  note 
that Arive also  requires you to generate  
Initials first. 

Closing Disclosures
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• Go to Disclosure  Packages . Select  Closing  
Disclosures,  then Generate  Package . You’ll 
follow the same  workflow as  generating  
Initial Disclosures .

Closing Disclosures
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• Your loan will need to be in the “Cleared  to 
Clos e” status  before you can  request  a 
Closing  Packag e. 

Closing Packages
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• Go  to Disclosure  Packages . Select  Closing  
Packag e, then Generate  Package . You’ll 
follow the same  workflow as  generating  
Initial or Closing  Disclosures .

Closing Packages
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