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During in-person and RON (Remote Online Notarization)* signings, all permissible users participating in the
signing will have access to the InstaTag Toolbar. The InstaTag Toolbar is also available in the Pre-Close Setup
and Pre-Closing phases.

The InstaTag Toolbar gives more flexibility to Pavaso’s users, including:
e An additional, convenient tool for placing signatures and other tags during closing
e Quickly place signature, initials, date, custom text, checkboxes, and notary* (where applicable) tags in
a pre-filled form.

The InstaTag Toolbar can be enabled and available during signings or during the Pre-Closing Document
Review. The Toolbar is also available for Non-Consumers in the Pre-Close Setup phase.
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InstaTag Toolbar In-Person and Remote Signings

Enabling the InstaTag Toolbar

Note: Only Company Admins have access to turn on the InstaTag Toolbar.
Select My Company and Edit.

# Home = MyMessages W MyTeam [E MyCompany @ SupportCenter  Jean-Luc Picard ©

Companies Users

Search companies Q
Company Name a Company Type Address City State Action
Stargazer Title Title 1234 awesome rd Phoenix AZ | [ Edit |0 Add Branch

Display 1 of 1items

Select Configuration and Enable InstaTags.
Choose (select affected areas) to choose closing types where InstaTags should be enabled.
¢ IPEN - InstaTag Toolbar appears during closing for in-person signings.
¢ RON - InstaTag Toolbar appears during closing for remote signings.
o Pre-Close — InstaTag Toolbar appears for Non-Consumer users in the Pre-Close Setup phase

and for Signers during the Pre-Closing Document Review.
Note: This selection will not apply to all branches if enabled at the parent company level.
Note: If your company allows, the option for Enable Custom Tags is here.

® Enable InstaTagq (select affected areas)

General Information

Users

Partners

Select areas to turn on the "InstaT... x

Branches

+| IPEN and MDC
+| RON
+| Pre-close

Pre-Close Setup

Message Configuration

Configuration

Closing Methods

Company Configuration
Notary Maintenance

Report Configuration

Branding Settings
Enable Custom Text Tags
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InstaTag Toolbar In-Person and Remote Signings

InstaTag Toolbar — Pre-Closing
Non-Consumer View

Note: Non-Consumer is defined by Closing Agent, Lender, Loan Officer, Loan Processor on Pavaso.
The InstaTag Toolbar is available to Non-Consumers users when viewing a document in the Pre-Closing
Review phase. This option is available after the Signers have been invited to the order.

To view the InstaTag Toolbar and complete a digital tag, select the appropriate document. Do not open the
document in edit mode.

Current date/time: 05/17/2024 08:31:38 AM

“EC) Digital Close

Enterprise A Lobby [P View/Edit Notes @ Notifications Edit Signature

LS

1123 Street, City, TX

(& Edit g3 Replicate Order

ORDER NUMBER:
123456789 Pre-Closing (£ Edit
COMPANY: During this phase, you will be able to review your closing documents, get educated about your upcoming closing,
Stargazer Title and ask any guestions you may have to your closing team using the Notifications tab above. Click on any of the

document links below to begin your pre-closing review!
BUYER:

Wil Riker
SELLER: Documents
W Tag Assignments Ti] Deleted Documents [2) Document Review Status = Upload [ Edit
SALES PRICE: Review, accept and if necessary, eSign your documents in advance of your closing.
$0.00
CLOSING DATE:

05/17/2024 08:24 AM
Mountain

Reviewed  Accepted Date Due Added By

Title Documents

COUNT DOWN TO CLOSING: Compliance Agreement 05/17/2024  Stargazer Title

0 0 o 0 DownloadNotaryForm 05/17/2024  Stargazer Title
DAYS HOURES MIMUTES SECOMDS

NAME AFFIDAVIT - Blank 05/17/2024 Stargazer Title
Take a Tour v

) N MNAME AFFIDAVIT - Riker 05/17/2024 Stargazer Title
Pre-Closing Review

Closing Setup Right to Rescind - Riker 05/17/2024 Stargazer Title

Closing Loan Documents

Education & Edit
Interactive media to help you T.hI'OUgh the closing process.
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Once the document is opened, the InstaTag Toolbar appears across the left side of the document. The user
can select any of these options to apply to the document.

Note:

A.
B.

F.
G.
H. Crosshairs allow the user to move added tags.

Drop down showing which document you are on and to select other documents.

Select Sign. Hover over the document and click or tap to place the completed signature tag for the
selected Signer. If the signature has not previously been established for the user, a pop-up appears to
capture their signature.

Select Initial. Hover over the document and click or tap to place the completed initial tag for the
selected Signer.

The Date InstaTag will place a completed date tag with the current date based on the time showing on
the device used for the signing.

The Text InstaTag places an empty text tag to be filled out by any party present. There is no Signer
assignment for the text InstaTag.

The Check InstaTag places a completed checkmark.

Trash Bin is used for deleting a tag.

Select Save after placing InstaTags. Once the document is saved, InstaTags cannot be modified.

I NAME AFFIDAVIT

>
0 O £ G2 £

NAME AFFIDAVIT - Blank v

@ 00066

Loan Number: 4567812387
Date:3/28/2022

Name:

This is to certify that:

are one and the same person.

THIS IS TO CERTIFY THAT MY LEGAL Sl E IS WRITTEN AND TYPED BELOW.
Jeon_uc Picord
Marketing Consumer 4
Print or Type Name Signature

Wwww.pavaso.com
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InstaTag Toolbar In-Person and Remote Signings

InstaTag Toolbar — Pre-Closing

Signer View
The Signer will access their order and select a document to open, select View..

# Home My Messages & My Team © Support Center Wil Riker @

Closing Review 0/4 Document(s) Confirmed E 0 Day(s) Until My Closing

My Closing Dashboard Description (]
Step 1 - Closing Review ]
Filter: All v Search Documents n @ @

Compliance Agreem... DownloadNotaryForm NAME AFFIDAVIT - ... Right to Rescind - Ri...

Step 2 - Closing Completed

Pending Review ﬂ Pending Review 0 Pending Review 0

Select OK on the Document Review Instructions pop-up.

Document Review Instructions x

Scroll through each page of the document to review it. When you are finished, select "Accept this
Document” to indicate that you understand it, have no more guestions, and agree to sign it.
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The InstaTag Toolbar appears across the top of the document.

A.

Select Sign. Hover over the document and click or tap to place the completed signature tag for the
selected Signer. If the signature has not previously been established for the user, a pop-up appears to
capture their signature.

Select Initial. Hover over the document and click or tap to place the completed initial tag for the

selected Signer.

The Date InstaTag will place a completed date tag with the current date based on the time showing on
the device used for the signing.

The Text InstaTag places an empty text tag to be filled out by any party present. There is no Signer
assignment for the text InstaTag.

E. The Check InstaTag places a completed checkmark.
F.
G

Trash Bin is used for deleting a tag.

. Crosshairs allow the user to move added tags.

e ©

NAME AFFIDAVIT - Riker
NAME AFFIDAVIT - Riker

Wil Riker, Buyer v m A Initial T Text

NAME AFFIDAVIT

Loan Number: 4567812387
Date:3/28/2022

Name: Wil Riker

This is to certify that:

Wil Riker, William Riker, Number 1, Thomas Riler

are one and the same person.

THIS IS TO CERTIFY THAT MY LEGAL SIGNATURE IS WRITTEN AND TYPED BELOW.

www.pavaso.com
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InstaTag Toolbar In-Person and Remote Signings

The Signer must select Confirm this Document to save the InstaTags.

Notary Public

My Commission Expires:

MAME AFFIDAVIT
01/12/22

Go to Previous Document Confirm this Document Skip to Next Document
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InstaTag Toolbar During In-Person Closings

The InstaTag toolbar is visible during signing above the document viewer.

o T 000000

NAME AFFIDAVIT

A. Select the appropriate Signer from the drop-down.

B. Select Sign. Hover over the document and click or tap to place the completed signature tag for the
selected Signer.

C. Select Initial. Hover over the document and click or tap to place the completed initial tag for the
selected Signer.

D. The Date InstaTag will place a completed date tag with the current date based on the time showing on
the device used for the signing.

E. The Text InstaTag places an empty text tag to be filled out by any party present. There is no Signer
assignment for the text InstaTag.

F. The Check InstaTag places a completed checkmark.

G. Notarize adds your notary stamp and information to the document.

www.pavaso.com
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InstaTag Toolbar During RON Closings
Closing Agent View

The InstaTag Toolbar displays above the document viewer for the Closing Agent to select.

o !‘.‘?E‘Eé:.i’éf.’:ﬂ - Blank Q | aQa © % i B 4 Continue>

A B C

A. Select the appropriate Signer from the drop-down. The Add Witness will prompt information for an In-
Person Witness.

B. Select Sign. Hover over the document and click to place the completed signature tag for the selected
Signer.

C. Select Initial. Hover over the document and click to place the completed initial tag for the selected
Signer.

D. The Date InstaTag will place a completed date tag with the current date based on the time showing on
the device used for the signing.

E. The Text InstaTag places an empty text tag to be filled out by any party present. There is no Signer
assignment for the text InstaTag.

F. The Check InstaTag places a completed checkmark.

www.pavaso.com
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Signer View
The Signer can also select appropriate pre-filled tags from the InstaTag Toolbar.

m Loan #
va 1123 Street, City, TX 55185
B

A

C D_E
B oo - O AOO0G8

NAME AFFIDAVIT

Option for Full Screen.

Selects the document to sign.

Zoom in and out option.

Select Sign. Hover over the document and click to place the completed signature tag for the selected

Signer.

E. Select Initial. Hover over the document and click to place the completed initial tag for the selected
Signer.

F. The Date InstaTag will place a completed date tag with the current date based on the time showing on
the device used for the signing.

G. The Text InstaTag places an empty text tag to be filled out by any party present. There is no Signer
assignment for the text InstaTag.

H. The Check InstaTag places a completed checkmark.

oo >
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InstaTag Display/Sizing

When the InstaTag is select, a red border shows around the tag.

Once placed, the border will change to gray. The InstaTag can also be moved using the arrows or deleted
using the trash can icon.

Once the document has been saved, any placed InstaTags will appear with their individual color and identifier.

Important Note:
@—Eﬁl‘gnm by Ssandey Buyer an |uby 24, 2020 az 02:2% PM CST

Font size in the text InstaTag can be increased or decreased as needed.

Enter text here

Pavaso Support
Support Hours: https://pavaso.com/contact/
Phone/ Closing Hotline: (866) 288-7051

Email: support@pavaso.com
Online Help Library: Sign in to your Pavaso account and select Support Center

www.pavaso.com
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