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• Access  the DocMagic  Dashboard  and 
open the eSign  Console  from the top of the 
Launch  Center .

Getting Started
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• You’ll start  with the list of Active  eSign  
Requests . Click on any to view details .

• The icons on the left indicate Status  –  how 
far along  the eSign  request  is. You can  also  
find the Status  of a package  in the third 
column. 

• A star  icon     indicates  that the request is 
New. The document  package  has  been 
created  but no one has  viewed their 
documents  or began  signing.

• A gear  icon      indicates  that the request  is 
In Progress . Some  users may  have  
completed  their signing portions while 
others have  not started .

eSign Console
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• The computer  monitor with the check  mark  
icon indicates  that the participant(s)  have  
Consented  to the use of electronic 
signatures  and  eSign .

• The page  with a check  mark  icon indicates  
that the document  package  has  been 
Signed  –  all necessary  signatures  have  
been collected, and  the package  is 
considered  complete .

• The green  circle with a check  mark  icon 
indicates  that the package  has  been 
Printed  –  a request, sometimes  an 
automated  one, has  been to DocMagic’s  
Print Fulfillment Center .

eSign Console
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• CS  stands  for Click Sign . All requests  in the 
eSign  Console  will have  this checked .

• If the package  has  an Ink Signed  
component  included, then there will also  be 
a corresponding  check  mark  under IS.

• Click on the red and  white icon to 
download  a PDF  copy  of the package .

• Click on the green  and  white page  icon to 
download  a csv  of the eSign  requests  
displayed .

• Click on the lock icon to Archive the 
request . You can  still find Archived  requests  
with the Search  function.

eSign Console
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• The RESPA  section  tells you the status  of 
certain time sensitive packages  
(disclosures) .

• If the borrower views the electronic 
copy  of the documentation  within the 
time limits defined by TRID,  then this 
requirement is fulfilled, and  the 
Consented  icon will be shown.

• If the borrower fails to view the 
documentation  in time, the request  
will automatically  be  sent  to our Print 
Fulfillment center , and  the printer icon 
will be displayed . 

• The grey  icon indicates  that the 
status  is unknown or irrelevant.

eSign Console
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• Click on any package  to view details .

• The grey  banner  at the top of the page  
displays :

• Left : Key  loan information

• Middle: Lender  details  

• Right : Key  document  package  
information including status

• If you need to contact  DocMagic’s  
Customer  Service  department  regarding  
an eSign  package,  please  provide the 
Package  ID and  worksheet  number. 

Key Information
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• You’ll start  in the Details  Tab  when you open 
an eSign  package  in the Console . The 
Participants  section is directly under the 
tabs .

• Participants  will be created  when you 
generate  the document  package . However, 
you may  add  additional  participants  in the 
Console  by clicking on the green  icon –  
please  note that you may  not  add  
additional  borrowers.

• You may  see  a Notary  Name  Placeholder  
for eClosing  packages  with an eNotary  
component  -  one placeholder  per borrower 
until a notary  is confirmed.

Details -  Participants
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• If you are adding  a participant,  please  fill 
out all fields and select  a Role. Any  relevant 
communication  will be done via email, and 
any access  (to eSign  documents  or witness 
a Remote  Online Notary  session)  will be 
granted  through the access  code  assigned  
in this screen .

• Your new entry will end up at the bottom  of 
the Participant  stack . 

Details -  Participants
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• Click on a participant’s  name  to view their 
details, as  pictured. You may  edit their 
email, phone number and  access  code .

• You may  also  remove participants  by 
clicking Delete  (will be greyed  out for 
borrowers).

Details -  Participants
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• The eSign  Console  allows you to track  
progress  for each  participant .

• Created  refers to the moment  that the 
participant  was created . All participants  
generated  with the creation  of the 
package  will have  the same  created  
timestamp  as  the package  itself.

Details -  Participants
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• Started  refers to the moment  a participant  
began  their workflow (usually triggers  at  
the same  time as  “Viewed”).

• Consented  refers to the moment  a signer 
agreed  to DocMagic’s  eSign  Disclosure  
and  Consent  form, which must be given 
before documents  can  be accessed . If a 
participant  gave  consent  during their Initial 
Disclosures,  this consent  would carry  over 
to their Closing  Package .

• Viewed refers to the moment  a participant  
viewed their documents .

• These  three events  will often share  the 
same  timestamp .

Details -  Participants
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• Completed  refers to the moment  a signer 
completed  their eSign  workflow (all 
signatures  collected) .

• Declined  refers to the moment  a signer 
withdrew their consent  from the eSign  
room. They  will be unable to view or sign 
their documents  electronically and  will 
receive a copy  in the mail.

Details -  Participants
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• Resend  the corresponding  invitation email 
to “remind” a participant  to access  their 
eSign  documents  or eClose  Console  in the 
case  of the Settlement  Agent  by clicking 
Send  Email  under Links  on the right.

• Sign  Documents  allows you to open that 
Participant’s  signing experience  in another  
tab  –  this assumes  that the Participant  is 
with you. 

• If there is a Settlement  Agent  involved, you 
may  also  enter their portal  from here.

• Notary  Name  Placeholder s will be present  
for eClosing  packages  with an eNotary  
component . You will see  one placeholder  
per borrower until a notary  is confirmed.

Details -  Participants
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• You will find six additional  icons towards  the 
top right of the Console .

•          The Print/Mail icon sends  a 
request  to our Print Fulfillment Center  
for a paper  copy  of the document  
package  to be printed and  mailed to 
the borrower(s). An entry will be  
recorded  in the Action  Log,  and  in the 
Print Copy  Transaction  Log  that 
appears  below when you make  the 
request .

•         The PDF  icon allows you to 
download  a PDF  of the entire 
document  stack  with all signatures  
that have  been collected  at the time 
of the request .

Details -  Icon s
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•         Click on the ribbon icon to view the 
eSign  Certificate .

•         The printer icon allows you to print a 
summary  of the eSign  Console  on a local 
printer –  it does  not print the documents  
nor send  a request  to our fulfillment center.

•          The lock icon allows you to archive  the 
package . You can  still find the package  
using the search  function.

• Finally, you can  cancel  an eSign  request  or 
permanently  delete one from the bottom  
right.

Details -  Icon s
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• Preview Mode allows borrowers to view 
their Closing  Packages  before they can  sign 
–  “Preview Mode –  On”.

• You may  need to reach  out to DocMagic  
support  to enable  Preview Mode –  it may  
not be switched on by default.

• Please  note that other participants  such as  
the Settlement  Agent  may  still sign when 
Preview Mode is on.

• Preview Mode will automatically  turn off at  
midnight Hawaii time on the day  closing  
(6am  ET) . Borrowers  will get  an email 
containing  a link that allows them to sign all 
their closing  documents  that do not need 
to be signed  in the presence  of a notary .

Details –  P review Mode
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• You can  also  manually turn off Preview 
Mode by clicking on it and toggling  the 
On/Off switch.

• By  default, the Settlement  Agent  and  
Notary  may  also  toggle  Preview Mode. 
Please  reach  out to support  to disable  this 
privilege.

Details –  P review Mode
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• The Action  Log  at the bottom  creates  a 
record for every event in this document  
package . You can  manually add  entries at 
the bottom .

• If you are about  to hit a 3-business  day  
TRID  rule with regards  to delivering a 
document  package  to a borrower on time, 
our system  will automatically  cancel  the 
eSign  request  and  send the document  
package  to our print fulfillment center.

• The Action  Log  will state  that the action  
was performed  by “System  User”, but no 
person  is triggering  this event –  it is fully 
automated . Note the Print Copy  
Transaction  Log  –  this will appear  when a 
Print Fulfillment request is made  or 
triggered .

Details –  Action Log
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• The Documents  Tab  displays  a breakdown  
of the individual documents  that are to be 
signed  as  part  of the document  package .

• Click on any document  name  to download  
a PDF  copy  of the document .

• A lack  of green  check  mark  under the Click 
Sign  column indicates  that the document  
will need to be ink signed . You will see  these  
for Hybrid eClose  packages .

• A green  check  mark  under the Completed  
column indicates  that all signatures  have  
been collected  for that document .

Documents
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• The Plus icon allows you to add  documents  
to packages  post  generation .

• Click Browse  to select  a document  from 
your computer  and  then click the blue 
Submit  button. This will upload  your 
document  and  activate  AutoPrep  –  our 
proprietary  auto-tagging  tool.

Documents

https://www.docmagic.com/product-training/autoprep
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• After completing  the AutoPrep  workflow, 
return to the eSign  Console  and  refresh the 
page .

• Click on the Documents  Tab  and  your newly 
added  document  will be on the bottom .

• You can  also  remove  this document  if you 
want by clicking on the Trash  icon to the far 
right. 

Documents
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• The Pencil  icon allows you to view, edit, and  
add  tags  for the entire package . The 
Document  Editor will open in another  
window. Click here for the full guide.

• Please  note that you may  not edit any tags  
that were originally generated  with the 
package  –  they will be greyed  out. 
However, you can  use the toolbox on the 
right to add  additional  tags .

Documents

https://www.docmagic.com/sites/default/files/training/Document_Editor_2024.pdf
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• Documents  Received  contains  
unrecognized  uploads  that were received  
from a print and  sign upload  –  usually as  
part  of the Settlement  Agent’s  print and  
sign workflow for a Hybrid eClose .

• You may  need to identify these  documents  
individually for the system  to recognize  
them. 

Documents Received
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• Emails  contains  a chronological  listing of 
every email sent out as  part  of the 
document  package .

Emails
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• If applicable,  other Versions of the package  
can  be found here, including redraws .

Versions



27

• If applicable,  recording(s)  of RON  
transaction(s)  associated  with the package  
can  be found here. This tab  will not be 
visible if there are no recordings .

Recordings
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• A package  is considered  “done” when all 
participants  have  completed  their 
workflows.

• Please  note  that document  packages  will 
only remain in the eSign  Console  for 90  
Days . Please  remember  to download  and 
save  all signed  documents  and recordings  
before  the 90 days  is up.

• You can  create  custom  one-time eSign  
requests  from the Create  Request  function. 
Please  visit the eSign  Console  section  of 
the Product  Training Page  for instructions. 

Signing Complete

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