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AutoPrep  is DocMagic’s proprietary software 
that automatically tags documents.

Determine which of these use cases suits you best and 
skip to that portion of the guide. Happy tagging!
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Getting Started

AutoPrep

Start by going to the DocMagic dashboard. If you do not 
need to generate an eNote, click on the AutoPrep  icon 

and skip to page 6 of this guide.

If you need to generate an eNote, click on 
DocMagic to launch DocMagic Online.

3



Draw The Rest of the Owl

AutoPrep  - DocMagic Online

Not sure how we got here? Please check out our DocMagic 
Online training section of the Product Training page.

Process the eNote from your loan file. Select Electronic 
Note under Package Type and click Process.
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https://www.docmagic.com/product-training/docmagic
https://www.docmagic.com/product-training/docmagic


Grab The WebDocs Code

AutoPrep  - DocMagic Online

When you process the eNote, you will 
receive this confirmation email.

Copy this WebDocs retrieval code. You will need it when 
you upload documents to AutoPrep .
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Start AutoPrep

AutoPrep  - DocMagic Online

Go to the dashboard and choose 
AutoPrep  from the Launch Center.
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Transaction Details

AutoPrep

Select the radio button to indicate whether 
you will include an eNote or not.

Once the page loads, you’ll be greeted with this 

screen. Start by entering the Loan Number.
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eNote WebDocs Code

AutoPrep

If you are not using an eNote, ignore this page.

If you select Yes for Include eNote, a field will appear 

below where you can enter in your WebDocs Code.
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Transaction Details

AutoPrep

Regardless of whether you include an eNote, 

you will still need to select whether eNotary is 

enabled and enter a closing date and time.

Once you enter enough information, the Next button 
will no longer be greyed out. Click it to continue.
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Participants

AutoPrep

Enter information for buyer, seller, settlement 
agent, originator, underwriter, and notary.

Borrower information needs to be entered 
EXACTLY as it appears in the document.
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Uploading a File

AutoPrep

Upload a PDF that you wish to prepare.

11



AutoPrep  = (Doc)MAGIC

AutoPrep

AutoPrep  will use Optical Character Recognition (OCR) 
and A.I. to identify signatures lines for Borrowers and 

other participants including Notaries.
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Document Pre-Review

AutoPrep

This screen will confirm the number of signatures, 
notary fields, and unassigned signatures found.
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Document Editor

AutoPrep
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Next, you’ll be brought to our Document Editor. If 
you need to find a specific page on the document, 

you may scroll through the column on the left.

https://www.docmagic.com/sites/default/files/training/Document_Editor.pdf


Participant vs Notary Tag

Click on the blue circle with the stamp to jump to the next 
Notary tag. The number next to the circle tells you how many 

Notary tags are in this document package – 3 in this case. 

Click on the green circle with the check mark to jump to the next 
Participant tag. The number next to the circle tells you how many 

Participant tags are in this document package – 3 in this case. 

AutoPrep
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Adding Tags (Participants)

Click and drag the item you want (Textbox 
in this case) to your desired spot.

If you need to add something that must be filled 
out by a borrower, you can do that in PostFill. 

Click the little arrow to expand the list of options.

AutoPrep
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Adding Tags (Participants)

When you let go of the mouse, you’ll be asked to Select a signer.

This warning triangle will appear – it is 
because you have an Unassigned text box. If 
AutoPrep detects a signature field, but can’t 

link it with a signer, you may also see this icon.

AutoPrep
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Adding Tags (Participants)

Please be careful not to assign borrower tags on 

notary documents and vice versa. This can cause 

confusion and delays during the signing experience.

Here’s what that looks like after you select a 
Signer. Checking the Required box mean that 
the signer can’t proceed unless they fill it out.

You’ll notice that the warning triangle is gone, and 
that the Textbox no longer says Unassigned.

AutoPrep
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Selecting and Moving a Tag

You can move it around to your desired location by clicking 
and dragging it with the mouse. You can also change the 

dimensions by dragging the dots on the corners. 

Click on an editable tag at any time to select it. 
You’ll know that the tag is selected when you see 

those circles on the four corners of the tag.

AutoPrep
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Deleting a Tag

To delete a tag that you added, click Delete or 
press backspace or delete on your keyboard.

AutoPrep
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Fill Before You Sign!

It’s important to remember that during the 
signing experience, you can no longer edit a 

document after it’s been signed. You can still 
edit if no signatures have been applied.

If you added this textbox, make sure it’s filled out 
before any signatures are applied.

AutoPrep
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Radio Buttons

If you need a participant to pick one option from 
several – like they’re answering a multiple-choice 

test question – choose Radio from Postfill.

Drag and drop to your desired location, like any other tag.

AutoPrep

22



Radio Buttons

You also add additional options by clicking here.

On the right column, you can assign the radio 
buttons to a participant, toggle whether it’s 

required, and change the quantity of options.

AutoPrep
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Notary Tags

AutoPrep

If you need to add something for the Notary, 
make sure to grab it from the Notary section.
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Notary Tags

Similarly, if you grab a non-Notary tag, you 
won’t be able to assign it to a Notary.

AutoPrep

If you choose a tag from the Notary section, it will be required, 
and you won’t be able to assign it to anyone else.
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Click Done When Complete

When you’re satisfied with the tags, click Done. 

AutoPrep
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Confirmation

AutoPrep

If you want to upload another document, 
click here. Otherwise, close the tab
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eSign Console

AutoPrep

The AutoPrep  – prepared loan will now be listed in 
your eSign Console on your dashboard.
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For additional information on how to use our eSign 
Console, please visit our Product Training Page.

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


Email Invites

eSign email notifications will be sent to the participants, 
including the Settlement Agent and any additional signers.
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AutoPrep



Settlement Agent

The rest of this guide will focus on using AutoPrep  
from the Settlement Agent portal. Many of the 

functions are the same as before.

For more information about the Settlement Agent 
Portal, please visit our Product Training Page.
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AutoPrep  – Settlement Agent

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


Uploading a File

AutoPrep  – Settlement Agent

When you need to add a document to the stack that requires 
signatures, click on the page icon below to upload it.

Any file you upload to the Documents section 
will automatically trigger AutoPrep .
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Uploading a File

AutoPrep  – Settlement Agent

Click the Browse button to navigate to the document 

you would like to add to the package.
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AutoPrep  = (Doc)MAGIC

AutoPrep  will use Optical Character Recognition (OCR) 
and A.I. to identify signatures lines for Borrowers and 

other participants including Notaries.
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AutoPrep  – Settlement Agent



Document Pre-Review

This screen will confirm the number of signatures, 
notary fields, and unassigned signatures found.
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AutoPrep  – Settlement Agent



Document Editor
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Next, you’ll be brought to our Document Editor. If 
you need to find a specific page on the document, 

you may scroll through the column on the left.

AutoPrep  – Settlement Agent

https://www.docmagic.com/sites/default/files/training/Document_Editor.pdf


Participant vs Notary Tag

Click on the blue circle with the stamp to jump to the next 
Notary tag. The number next to the circle tells you how many 

Notary tags are in this document package – 3 in this case. 

Click on the green circle with the check mark to jump to the next 
Participant tag. The number next to the circle tells you how many 

Participant tags are in this document package – 3 in this case. 

AutoPrep  – Settlement Agent
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Adding Tags (Participants)

Click and drag the item you want (Textbox 
in this case) to your desired spot.

If you need to add something that must be filled 
out by a borrower, you can do that in PostFill. 

Click the little arrow to expand the list of options.

AutoPrep  – Settlement Agent
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Adding Tags (Participants)

When you let go of the mouse, you’ll be asked to Select a signer.

This warning triangle will appear – it is 
because you have an Unassigned text box. If 
AutoPrep detects a signature field, but can’t 

link it with a signer, you may also see this icon.

AutoPrep  – Settlement Agent
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Adding Tags (Participants)

Please be careful not to assign borrower tags on 

notary documents and vice versa. This can cause 

confusion and delays during the signing experience.

Here’s what that looks like after you select a 
Signer. Checking the Required box mean that 
the signer can’t proceed unless they fill it out.

You’ll notice that the warning triangle is gone, and 
that the Textbox no longer says Unassigned.

AutoPrep  – Settlement Agent
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Selecting and Moving a Tag

You can move it around to your desired location by clicking 
and dragging it with the mouse. You can also change the 

dimensions by dragging the dots on the corners. 

Click on an editable tag at any time to select it. 
You’ll know that the tag is selected when you see 

those circles on the four corners of the tag.

AutoPrep  – Settlement Agent
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Deleting a Tag

To delete a tag that you added, click Delete or 
press backspace or delete on your keyboard.

AutoPrep  – Settlement Agent
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Fill Before You Sign!

It’s important to remember that during the 
signing experience, you can no longer edit a 

document after it’s been signed. You can still 
edit if no signatures have been applied.

If you added this textbox, make sure it’s filled out 
before any signatures are applied.

AutoPrep  – Settlement Agent
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Radio Buttons

If you need a participant to pick one option from 
several – like they’re answering a multiple-choice 

test question – choose Radio from Postfill.

Drag and drop to your desired location, like any other tag.

AutoPrep  – Settlement Agent
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Radio Buttons

You also add additional options by clicking here.

On the right column, you can assign the radio 
buttons to a participant, toggle whether it’s 

required, and change the quantity of options.

AutoPrep  – Settlement Agent
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Notary Tags

If you need to add something for the Notary, 
make sure to grab it from the Notary section.

AutoPrep  – Settlement Agent
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Notary Tags

Similarly, if you grab a non-Notary tag, you 
won’t be able to assign it to a Notary.

If you choose a tag from the Notary section, it will be required, 
and you won’t be able to assign it to anyone else.

AutoPrep  – Settlement Agent

46



Click Done When Complete

When you’re satisfied with the tags, click Done. 

AutoPrep  – Settlement Agent
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Confirmation

If you want to upload another document, click 
here. Otherwise, close the tab and you’ll be 

taken back to your Settlement Agent console.
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AutoPrep  – Settlement Agent



Product Training Page

Additional Resources

For additional training resources, please 
visit our Product Training Page on the 

DocMagic website.
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