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Before You Begin 
What is Remote Online Notarization? 
Remote Online Notarization (RON) is the act of notarizing documents electronically with an electronic seal online, from a separate physical location 
than the Signer. 
 
A Notary performing a RON transaction must be a legally commissioned Notary public who is authorized to conduct notarizations over the internet 
using digital tools on live audio video calls. The Notary is required to validate identification and witness the signing event online. 
 
Pavaso’s Digital Close Enterprise (DCE) platform gives notaries the tools they need to conduct an online closing. During RON closings, notaries 
validate the Signer’s identity and digital signatures are applied to documents. If a document requires a wet signature, the Notary will need to obtain 
the wet signature prior to closing the order. Documents requiring wet signatures must be printed from the Pavaso portal and scanned/imported into 
the system to successfully close an order. Each RON session is recorded and available to all participants post-closing.  
 

Signer Identity Validation 
Identity proofing is used to verify and authenticate the identity of every Signer participating in a RON session. Pavaso validates identity in three 
ways: 
 

• Security Questions – Signers are required to answer a set of security questions generated from a trusted third-party knowledge-based 
authentication database.  
Important Note: Signers must have enough public information in the U.S. to participate in a RON signing. Generally, this is a minimum of six 
months association with a U.S. address. 
 

• Government or State ID –Signers are also required to validate their photo ID through a trusted third-party identify verification service. They 
must use their smartphone to take a picture of their photo ID and upload it via text. International numbers are accepted; however, the 
smartphone must be able to receive a text from a United States phone number. Third-party messaging apps are not supported. 
Important Note: Third-party software confirms if the ID is a valid ID. Expired IDs will still validate. Confirm via webcam that the ID being 
used is in good standing. 
 

• Video Identification – Notaries may also validate the Signer’s identification by asking them to hold up their state-issued identification card, 
driver’s license, or a government-issued passport to their web camera. Proper lighting and clear visibility are required to validate each 
participant. 
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Minimum System Requirements 
Please refer to https://pavaso.com/system-requirements/ for the most up to date requirements. 
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System and Order Configuration 
Order Settings 
RON must be enabled for your company prior to attempting a RON transaction. Speak with your Implementation lead to request this feature be 
turned on. If you are unsure who to contact, email implementation@pavaso.com for assistance. 
 
Access the order from the Order Lobby. Select Edit to enter the Order Details screen. 
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The state selected in Order Details must be enabled for RON on Pavaso. To enable RON, select the Remote Closing and Video eNotary option 
from the drop-down. This selection must be made for each RON order. 
Note: Options in this drop-down will differ depending on company configuration. 
 
If the state selected does not have RON enabled, the option will not be available. Choose Submit/Save before navigating away from this screen. 
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Adding an Observer 
Adding a Closing Agent as an Observer 
The Observer role is intended for individuals who: 

• Have permission to participate in the closing via audio and webcam 
• Do not need to sign any documents 
• Do not require identity verification through ID validation and Knowledge-Based Authentication (KBA) 

A closing agent, directly associated with a company on Pavaso, may be added as an Observer from within Order Details. 

A. Choose the appropriate branch, if applicable. 
B. Select the individual who will be the Observer from the Closer Email Address drop-down.  

 
 

 

 

C. Once selected, the user’s first name, last name, and username will populate. 
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D. Select the Observer for this RON Order checkbox to mark this user as an Observer for this order. 

 
 

Observers cannot be added via the Other button. The Observer for this RON Order checkbox will not display. 
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Adding a Lender as an Observer 
A lender directly associated with a company on Pavaso may be added as an Observer from within Order Details. 

A. Choose the appropriate company. 
B. Select the individual who will be the Observer from the Lender Email Address drop-down.  
C. Once selected, the user’s first name, last name, and username will populate. 
D. Select the Observer for this RON Order checkbox to mark this user as an Observer for this order. 
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Inviting Signers 
Once configuration is complete, invite the Signers to the order to review their documents. Selecting the Invite button sends the invitation email 
asking Signers to create their account.  
Note: The button verbiage may change depending on if the order contains Buyers, Sellers, or both. 

 
 

Example Signer invitation email: 
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Signer Pre-Closing Document Review 
 
Each Signer must complete the Pre-Closing Document Review prior to the closing using their own account. All orders appear on the Signer’s 
Closing Dashboard. 
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Selecting the order from the Dashboard opens the order to begin document review. Signers are required to eConsent, which is achieved by 
selecting the Accept button. 
 
Should the Signer decline the eConsent unintentionally, contact Pavaso Support to reset the eConsent. The Signer will have the ability to Accept the 
eConsent after the reset. 
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The Signer selects a document to review from the list. 
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All pages must be reviewed before the Confim This Document button enables. Depending on configuration settings, documents that are confirmed 
during the Pre-Closing Review will have signatures applied to the document during closing. 

 
 
If tags are set to Pre-Close during configuration, the Signer can complete tags prior to closing. 
Clicking inside the tag prompts the Signer to create a signature and initials.  
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A mouse or touchscreen can be used to capture the signature. Selecting Adopt will apply the signature or initial. 
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Confirm must be selected to save the changes. 

 
 
Once all documents are reviewed and/or confirmed, the Signer selects Complete to finalize the Pre-Closing Review. If the Signer has confirmed all 
documents, this will happen automatically. 
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All Signers must complete the Pre-Closing Review for the order to move to Pending Closing status. The order cannot be closed until it reaches this 
status. 
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Performing a RON Signing 
Confirm Order Status 
Prior to closing on Pavaso the Notary must confirm, the order status is Pending Closing. The Pending Closing status is achieved after all Signers 
have completed their Pre-Closing Review. If the order is not in Pending Closing status, the closing cannot begin. 

 
 

 

 
 
 
 

http://www.pavaso.com/


Remote Online Notarization (RON)   Title Guide  

 

 

© 2024 Pavaso, Inc. - www.pavaso.com    Page 18 

Once inside the order, select Remote Online Closing and Continue.  
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Select the appropriate Underwriter, or Other, from the drop-down. 

 
 
Select I Agree on the Remote Online Notary Disclaimer pop-up. 

 
 
 
 

http://www.pavaso.com/


Remote Online Notarization (RON)   Title Guide  

 

 

© 2024 Pavaso, Inc. - www.pavaso.com    Page 20 

Some states require that you provide location information prior to conducting a RON session. Enter your location and select Continue. 

 
 

Performing the System Test – Notaries 
Important Note: If at any time during the session the video and/or audio quality is inadequate, the Notary must end the current session and start a new session with 
all participants. 

Prior to each RON signing, Notaries will be required to complete a system test to confirm working camera, microphone, and speakers. Select the 
checkbox next to each item and Continue. 
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Performing the System Test – Signers 
Important Note: If at any time during the session the video and/or audio quality is inadequate, the Notary must end the current session and start a new session with 
all participants. 

Signers can complete a preliminary system test in advance of a RON signing after the Pre-Closing Document Review is complete.  

Once a green check mark appears next to Steps 1 and 2, the Signer can select the Closing phase to see the system test. Selecting Test this 
device initiates the system test. Signers can test each piece of hardware. 

The Signer will be required to complete the system test again prior to the signing beginning to confirm all equipment remains operational. 
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At the arranged date and time of the closing, the Signer accesses Pavaso using their existing username and password. Once logged in, the Signer 
selects the Join Now button. This only appears once the Notary has started the session.   
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Select all Signers joining on this device. This example has one Signer, however, if multiple will use the same device, select all applicable users. 
Select Join Session. 
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The eConsent displays. The Signer selects Send Code. Each Signer needs their own code. If the signer has both a phone number and email listed, 
you can select either method to send the code. If the option is grayed out, it can only be sent via email. Once the code is entered, the Signer selects 
Accept. 
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Some states require that Signers enter their location for the RON signing. They enter their location and choose Continue. 

 

The Signer confirms all their hardware by selecting the checkbox next to each item and selects Continue. 
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Joining the Session - Signers 
The Signer is required to answer security questions to verify their identity. These questions are generated by a third party. The Signer enters their 
date of birthday and last four digits of their Social Security Number.  
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• Signers must answer four out of five questions correctly. 
• Two attempts to pass are permitted. 
• Each attempt has a two minute time limit. 
• If both attempts are failed, the Signer will be locked out and cannot attempt the questions again for at least 24 hours. 
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As Signers complete the questions, the Notary screen updates. In this example, this company has Skip KBA Questions and Skip ID Validation 
enabled. This allows the Notary to skip one or both of these options for the Signer. If you have questions about how to enable these options for your 
company, contact your Implementation lead or implementation@pavaso.com.  

 
 

 

After completing the security questions, the Signer sets up their digital signature.  
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The Signer validates their ID electronically. They receive a text message with a link to validate their ID.  

Note: The phone number being used must be able to receive texts from a U.S.-based phone number. Third party messaging apps are not supported. 

A. Type of Photo ID: Select the appropriate type of ID. The ID must be government-issued. 
B. Country Code: Select the applicable country code for the phone number being used. 
C. Phone Number: Enter the phone number where the validation link should be sent. 
D. Checkbox: Select this option to permit a text be sent to the phone number. 

Once all fields are complete, select Continue. 
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A. The Signer receives the ID validation link via text. 
B. Select Take photo. 
C. Choose Allow to allow use of the camera. 
D. Capture an image of the front and back of the ID.  
E. When successful, the Validation Complete message shows. 

     
 

 

 

 

 

 
 
The Notary’s screen updates as each of the Signer steps are complete throughout the check in process. 
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Skipping Security Questions and ID Validation 
Some states permit the Notary to skip the security questions and/or ID validation using third-party vendors during a RON signing. This can also be 
configured by company. If you would like this enabled for your company, contact your Implementation Specialist or implementation@pavaso.com. 
 
If this setting is enabled, the select Skip. 

  
 

If the skip option is selected, the Notary is prompted to enter a reason for skipping the security questions and ID validation. 
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Beginning the Signing – Sending Documents 
When all Signer steps are complete, the Start Signing button enables. Select this option to begin the signing. 

 

Confirm your signature and initials and select Continue. 
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You will be prompted to share your screen. The screen you share will be recorded during the session. Confirm you are selecting the correct screen 
and choose Share. 
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You will enter the session. On the left side of the screen, all tasks are shown. Filter the documents if needed to only show complete or incomplete 
tasks. Some documents may already be complete due to the Signer’s Pre-Closing Review. To send a document to the Signer, select Continue. 

 

Choose the appropriate Signer to send the document to. 
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Sharing the Screen – Signer View 
When a document is sent to the Signer, they are prompted to share their screen. They select the appropriate screen and choose Share. 
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The Signer receives the document and completes any pending tags. When they are finished, they select Continue. 
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Completing Documents – Notary View 
When the Signer has completed the document, it is passed back to you. The completed tags are visible. To move to and send to the next document, 
select Continue. Documents requiring eNotarization require that the Signer complete their tags first. Complete all require eNotary tags. 

 
 

 

 
The Notary will see the Signer’s screen as they sign the document. If necessary, Reclaim Document Control can be selected at any time to retract 
the document permission. It can be re-sent as needed. 
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For both Signers and Notaries, Pavaso’s InstaTag Toolbar can be enabled for on-the-fly tagging. To learn more about the InstaTag Toolbar, visit our 
Support page article. 
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This process continues until the last document is reached. The Signer receives notification that no further actions are required and to wait for further 
instruction from the Notary. 

Once all tasks are completed, the Notary selects End Session.  

  
 

Complete the eNotary journal and select Continue. 
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The close the order, select Close Order Now. Selecting Exit Signing Session will exit the session, but not close the order. Selecting Select 
Another Order takes you back to the Order Lobby. 

 
 

The Signer is routed to a message indicating all actions are complete.  
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Once the order moves to the Closed status, the Signer will be notified via email. All documents and a recording of the session are available via their 
Pavaso account. 
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As the order moves to Closed status, email notifications are sent to all parties on the order. 

 

 

 

 

 

 

 

 

 
 
 

 
 
Pavaso Support 
Email: support@pavaso.com 
Phone/ Closing Hotline: (866) 288-7051 
24/7 Online Help Library: Log into your Pavaso account and click on Support Center 
 
*Due to state law or regulation or both, electronic notarization and remote online notarization are not available in all areas.  

Pavaso, Inc. All rights reserved. This document, its content and its materials, in any form or media, is proprietary and confidential and shall be considered the sole property of 
Pavaso. It may not be copied, distributed or reproduced in whole or in part, nor transmitted to any third party without Pavaso’s prior written consent. Pavaso makes no express or 
implied warranty respecting the information presented and assumes no responsibility for errors or omissions. 
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