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Getting to the eSign Console
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Go to www.docmagic.com



Login with your 
email and 
password.

Click “LOG IN”

Getting to the eSign Console
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Select eSign Console 
from the dashboard.
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eSign Console

The status of every document you have sent 
out will be present in the eSign Console.

Click “Create Request” in the top right of the 
eSign Console to start a new application.
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Signers

Add the email and name of the signer.
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Signers

You can create a code for the singer to log in with.

If you have multiple signers, you 
can add or remove them here.
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Documents

To upload a document, click Attach.

A separate window will appear. Click Browse to 
select a document to upload.
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Prepare Your Document

After uploading your document, choose Prepare your document.
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Prepare Your Document

In this example, clicking Notary shows 
a list of notary related fields.

A separate window will appear. Start by clicking 
on a category to expand the list of options.
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Prepare Your Document

Select a field and then drag it to where you 
would like someone to sign or initial.
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Prepare Your Document

Since we selected a signature field from the Notary 
category, the field can only be assigned to the Notary 

(hence the locked symbol). In other cases, you can 
choose who a field is assigned to. 

After you place a field, the right column 
shows you who it will be assigned to. 
Click on a field at any time to bring up 

this information column. 
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Prepare Your Document

This little icon tells you that you have one notary 
field. Other icons will appear for other types of 

fields. Warnings – items that need to be 
addressed – will show up here too.

You can also delete the field from the bottom right 
or by hitting backspace/delete on your keyboard.
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Prepare Your Document

If you select a field from the Signatures & Initials 
or PostFill categories, you are required to assign it 

to a signer. The box will flash red until you do.

The warning that appears will go away after you select a signer.
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Save

When you’re done, hit Save. If the button is greyed 
out, you probably have an error somewhere.
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Optional Subject & Message

Close the window. You will be returned to 
the eSign Console shown below.

You have the option of adding a Subject or Message.
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Send It

If everything looks good, hit Send.

Check the box agreeing to the Terms of 
Use and the Send button will illuminate.
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Emails

You will receive the following e-mails:
• Confirmation with all the details of the 

document sent out for signature
• Notification when a signer finishes
• Final email when a document is fully signed

After you hit send, participants will receive 
this email asking them to sign.
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