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Initial Disclosures & Closing Packages 
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• You will get  an email inviting you to access  
the signing portal  for your set of initial 
disclosures .

• The signing experience  can  also  be done 
using a mobile device .

Initial Disclosures: Email Invited  
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• Next, you will be led to a verification page  
before entering the signing portal .

• The verification boxes  include SSN  and  
viewing code  as  shown here. 

• You must check  the eSign  Disclosure  and 
Consent  box to continue.

• Select  “Get Started”  to proceed  to the 
signing portal . 

Initial Disclosures: Logging In
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• The system  will automatically  take  you to 
the first document  that needs  to be signed . 

• Along  the top, you will find indicators that 
show progress  of the Review, and  e-Sign  
processes . 

• By  default, all documents  that need to be 
signed  are listed in a column to the right.

• Select  “Start  Signing”  to begin the signing 
process . 

Initial Disclosures: Page Features
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• Your information can  be viewed and  edited 
by clicking your name  at the top. 

• You can  withdraw your consent  from this 
menu as  well. 

• The printer icon allows you to print the 
documents . 

• You can  expand  the signing window and  
increase  or decrease  the zoom  levels using 
the icons at the bottom .

Initial Disclosures: Page Features
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• The document  icon brings you back  to the 
list of Documents  (selected  by default).

• Click the people  icon to view participants

•  Click the information icon to see  document  
package  metadata . 

Initial Disclosures: Page Features
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• There are three options  for click-signing.

1. Clicking the pen icon
2. Clicking on the “Sign” box directly 
3. Clicking on the Green Sign  box will 

advance  to the next task  each  time. 

Initial Disclosures: Click Signing



8

• You have  the option to choose  the 
preformed  signatures  available  in the 
“Choose”  tab . 

• You can  also  create  a signature  and  initials 
using the “Draw” tab . 

• You also  have  the option to upload  a .JPG  
or .PNG  of your own signature  from the 
computer . 

• Once  chosen, you must check  the box 
authorizing the use of an electronic 
signature  and  then hit “Select”. 

Initial Disclosures: Signature Options
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• You might be required to click a check  box 
before signing certain documents . In these  
circumstance,  you cannot  proceed  unless 
the box is checked . 

Initial Disclosures: Signature Options
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• The countdown feature on the upper right 
shows how many  signatures  remain. If you 
ever get  lost, you can  click on this button to 
be taken to the next signature  tag . 

• A green  checkmark  next to the list of 
documents  indicates  that it has  been 
signed  and  completed . 

• An eyeball  indicates  that a document  does  
not require a signature . 

Initial Disclosures: Signature Options
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• The “Review”, “Sign”, and  “Completed”   
icons at the top of the page  indicate when 
the process  is complete . 

• You will also  see  a “All Documents  Signed”  
banner  at the bottom  of the page  and  all 
applicable  checkmarks  will be green . 

Initial Disclosures: Keeping Track of Progress
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• After you click “Done” on the previous 
screen, you may  download  the completed  
set of documents . 

Initial Disclosures: When Complete



Closing Package: Getting Started
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You will get an email when your closing 
package is created, allowing you to go 
in and review the documents but not 
sign.



Closing Package: Getting Started
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• Then you will get  an email inviting you to 
access  the signing portal  for your set of 
documents . 

• The signing experience  can  also  be done 
using a mobile device .



Closing Package: Remote Online Notary
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• Certain  closing  packages  allow you to 
participate  in Remote  Online Notarization  
(RON) . 

• If RON  is enabled, you will receive an 
invitation email. 

• PLEASE  NOTE : RON  cannot  be done  
from your phone . 

• Click “Start  Now” to get  started . 



Closing Package: Logging In
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• A verification box will ask  you to enter the 
last four digits of your social  security 
number and  the viewing code . 
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• You will be brought to this page  where you 
are able  to adjust your camera  and  
microphone  settings  using the gear  icon. 

• Once  your video and  audio is confirmed, 
select  “Continue”.  

• NOTE : Remote  Online Notarization  is a  
bandwidth  intensive application

• Do  NOT  –  attempt  RON  on slow, or 
public connections  (including café’s ).

• Close  –  Any  Browser  Tabs  and  
Applications  irrelevant to the RON . 

Closing Package: Getting Started



Closing Package: Logging In
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• If there are multiple borrowers in the 
package,  you may  be asked  to select  if you 
are the only signer, or if there will be other 
signers  in the session . 

• Click “Continue” once  you’ve made  your 
selection.

• Please  note that if you select  “Other 
signers  and  me” you will  need to check  the 
names  of other signers  that will be in the 
session . 



Closing Package: Logging In
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• Please  note that if you select  “Other 
signers  and  me” you will  need to check  the 
names  of other signers  that will be in the 
session .  
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• You will be prompted  to complete  the KBA  
process  before enter the eClosing  room if 
you did not complete  it ahead  of time via 
email. 

• The process  involves you answering  a total 
of five questions  to validate  your identity.

• You will be given 2 minutes to complete  the 
questions . 

• Click the green  “Start” button to begin . 

Closing Package: Knowledge Based Authentication (KBA)
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• If you answer more than two questions  
incorrectly you will not be able  to sign and  
must wait 24 hours to try again . 

• Once  you successfully  complete  the 
assessment  you will receive a confirmation. 

Closing Package: Knowledge Based Authentication (KBA)



Closing Package: I.D. Validation via Smart Device 
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• At some  point you will also  be prompted  to 
complete  your ID Verify. 

• You will receive a link, usually via text, to 
complete  your ID Verify, and  go  through 
the following steps : 

1. Retrieve  a physical  copy  of your 
identification and  start  the process .

2. Select  the country that issued your 
identification.

3. Confirm the type  of Identification.



Closing Package: I.D. Validation via Smart Device 
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4. You may  need to select  if you will take  
pictures of your identification using 
your device’s  camera,  or upload  
images  from your device’s  photo  
library.

5. You will be prompted  to submit both 
sides  of your I.D. and  possibly  take  or 
upload  a selfie.

6. Finally, you will receive a green  check  
if the upload  of the identification was 
successful . 
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• The system  will automatically  take  you to 
the first document  that needs  to be signed . 

• Along  the top, you will find indicators that 
show progress  of the Review, and  e-Sign  
processes . 

• By  default, all documents  that need to be 
signed  are listed in a column to the right.

• You can  filter this column by documents  
that need to be ink signed  or notarized  at 
the “All documents”  dropdown  near the 
top. 

• Select  “Start  Signing”  to begin the signing 
process . 

Closing Package: Page Features



Closing Package: Page Features
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• Your information can  be viewed and  edited 
by clicking your name  at the top. 

• You can  withdraw your consent  from this 
menu as  well. 

• The printer icon allows you to print the 
documents . 

• You can  expand  the signing window and  
increase  or decrease  the zoom  levels using 
the icons at the bottom .



Closing Package: Page Features
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• The document  icon brings you back  to the 
list of Documents  (selected  by default).

• Click the people  icon to view participants

•  Click the information icon to see  document  
package  metadata . 
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• There are three options  for click-signing.
• The pen icon.
• The “Sign” box directly.
• The Green Sign  box will automatically  

advance  to the next task  each  time. 

Closing Package: Click Signing
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• You have  the option to “Choose”  the pre-
formed signatures  available  

• You can  also  create  a signature  and initials 
using the “Draw” tab . 

• Or you have  the option to upload  a .JPG  or 
.PNG  of your own signature  from the 
computer . 

• Regardless  of which option is chosen, you 
must check  the box authorizing the use of 
an electronic signature  and  then hit 
“Select”. 

Closing Package: Signature Options
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• You might be required to click a check  box 
before signing certain documents  and  you 
cannot  proceed  unless the box is checked . 

• The countdown feature in the upper right 
corner shows how many  signatures  remain. 
If you  ever  get  lost,  you  can  click  on this  
button  to  be  taken  to  the  next  signature  
or tag .

• A green  check  mark  next to a document  
title indicates  that it has  been signed  and 
completed . 

• An eyeball  icon indicates  that this 
document  is “view only” and  does  not 
require a signature .

Closing Package: Keeping Track of Progress
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• A stamp  icon indicates  that this document  
requires notarization . 

• The icons at the top middle of the page  will 
indicate when the process  is complete .

• All applicable  checkmarks  will turn from 
grey  to green .

Closing Package: When Complete



Closing Package: When Complete
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• Once  you click “Done”, hit Continue and  the 
control will return to the Remote  Online 
Notary . 
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• Once  completed  you will see  a “You’re all 
done!” message  and  you may  download  
the completed  set of documents  after the 
notary  ends  the meeting .

Closing Package: When Complete
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