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and

Closing Packages



Getting Started w/ Initial Disclosures

MortgageBot

We’ll start with an Initial Disclosure, 
then do a Closing Package.

First, you’ll want to search for the loan 
package you want to process.



Check Borrower Information
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Make sure that the Borrower’s information is correct. 



Order Your Document Package
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From Doc Packages, choose Order Document Package. 



Order Your Document Package
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Note that you have the option for both 
Initial and Closing Disclosures. 

Choose your package type from the dropdown menu here.



But First, You Should Run an Audit
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We recommend that you audit first. You can do so 
by choosing Audit Only in the Request Type.

Then, click Submit.



Fatal Error
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For example, if you are logged into DocMagic with 
Account A but logged into the LOS with Account B, 
you might get this error. Also, you might need to be 
logged into MortgageBot with the Loan Originator’s 

account, instead of the processor or lender.

If you see this Fatal Login failure, it means that 
you might be submitting from the wrong account.



Loan Detail Report
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You can review the Loan Detail Report as well as 
the full set of Documents before processing them.



When You’re Ready to Process
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DocMagic is the default Document Engine. Select Initial 
Disclosures from the Document Package Type. 

Choose “Complete Package” under Request Type.



When You’re Ready to Process
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Select PDF or DBK from Document Format. 

Choose your Plan Code.



When You’re Ready to Process
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Click eDisclosure and Click Sign for eSignature capture. 

Click Submit.



Participant Invitation
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Participants will receive this email inviting 
them to the signing experience. 



Verification Page
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They will log into the eSign experience from this 
verification page and sign the Initial Disclosures. 

And that’s how you do an Initial Disclosure! The rest of 
the guide focuses on running a Closing Package. 



Order Your Closing Disclosures
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Remember that you have the option 
for both Initial and Closing Disclosures. 

Follow the same steps for Closing Disclosures, only 
choose Closing Disclosure from the dropdown menu here.

Closing Disclosure

Closing Disclosure

Initial Disclosure



Closing Package
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Once you’ve sent out your CD and you’re ready to 
produce the closing package, go to Closing Docs.

Choose Submission. 



Optional Audit

MortgageBot

Click Submit.

We recommend that you run an audit first. 
Select Audit Only under Request Type. 



Closing Package
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Choose your plan code here.

Many of the steps are the same. Start by selecting 
Complete Package under Request Type and by 

choosing either PDF or DBK in the Document Format.



Closing Package
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Select eDisclosure and Click Sign for eSignature 
capture. Please note that e-signed documents 

will be pushed back into MortgageBot.

Click here if you want an eNote for this package.



Closing Package
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Click here to enable eNotary for this package.

Be sure to choose to your Notary Service Provider too.



Closing Package
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Hit Submit.



Participant Invitation
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Emails will now go out to the Borrower and 
title agent who you added in MortgageBot.
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