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Editing Order Details  
Whether an order has already been transmitted or manually created in Pavaso, you can edit an order’s details 
within the Pavaso Order Lobby. Select the desired order to edit. 

 
 

From the Order screen, select Edit. 
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Order, Loan, and Property Information 
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Buyer and/or Seller 
Edit, add or remove Buyer or Seller information. 

A. Update User Details: Edits the current Buyer(s) or Seller(s) information. 
Note: With an existing Buyer or Seller, an option for Update User Details will appear. 

B. Remove this Buyer or Seller: Removes this Buyer(s) or Seller(s). 
C. Add another Buyer or Seller: Adds additional Buyer(s) or Seller(s). 

 
Email Address: When adding an additional Buyer/Seller’s email address, you will see a user selection pop-up 
if a Pavaso account already exists so that you can select the user or create a new one using that same email 
address. 
Note: You can remove this Buyer/Seller only while the order is in the Configuration Needed status. 
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Closer 
A. Update User Details: Edits the current Closer details.  
B. Remove this Closer: Removes the current Closer.  
C. Add another Closer: Adds additional Closer(s). 
D. Is this Closer the Notary for this Order? 

• Yes – If the Closer is a current Pavaso eNotary, you will see a place of notarization pop-up to confirm 
their credentials are active. 
• No – This option will ask the place of notarization and will require information for an eNotary. 
• Unknown Notary or Alternate Platform – Use this option if the eNotary is unknown or if no 
eNotarization will occur. 
 

Notary Validation Result Pop-Up: If the Notary Validation Result pop-up appears, it means that the Notary 
entered is not registered as an eNotary through Pavaso. If you proceed, make sure the Notary completes the 
eNotary online registration in their account to avoid wet notarizing during closing.  
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Lender 
A. Update User Details: Edits the current Lender on the order if information needs to be modified. 
B. Company: Use dropdown to select a different Lender company, if needed. 
C. Other: If a Lender user does not appear in the dropdown, enter a Lender email address, and fill out 

other information.  
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Additional Party 
A. As Role: Use the dropdown to select/edit the type of additional role.   
B. Add another Party: Select to add additional parties. 
C. Email Address: When adding an additional Buyer/Seller’s email, address and phone fields will autofill if 

a Pavaso account already exists. If those fields do not autofill, a new user must be created with that 
address. 

Note: For remote witnesses, the information in the address and phone number fields must be accurate for passing ID 
validation and security questions. 

 
 
 
Once finished with all edits / changes, select Save. 

 
 
 

Pavaso Support 
Support Hours: https://pavaso.com/contact/  
Phone/ Closing Hotline: (866) 288-7051 
Email: support@pavaso.com 
View Our 24/7 Online Help Library 
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https://www.pavaso.com/training/support-center
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