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TrailFix allows you to re-open an order, upload additional documents and send those documents for signature.
The signature can be captured via IPEN, RON, or the Signer using their own device at a separate location
without needing to interact with the Notary.

The order must be in the Closed status to use TrailFix.

Contact your Implementation Lead or

TrailFix is for Closing Agent/Notary users only. It is not available for Lender users.

The package can be modified and closed as many times as needed.

Yes. For example, if the package was signed using RON, the modified documents can be signed using IPEN,
RON, or with the Signer using their own device.


http://www.pavaso.com/
mailto:support@pavaso.com

TrailFix

Closing Agent/Notary Guide

Sending a Document Using In-Person eNotarization

(IPEN)

IPEN — Closing Agent View

Note: This guide refers to Closing Agent. This is intended to be inclusive of anyone with a Closing Agent role.

Once the order is closed, the TrailFix button will appear for the Closing Agent. In this example, Document
One was uploaded to the order before it was closed.

=

Digital Close
Enterprise

234 Ever Lane, Dallas, T

TX 12345

Q, view @eVau\t & Archive

ORDER NUMBER:
Order_One_Example

COMPANY:
EH Title

BUYER:

4 Home & MyMessages 4 MyTeam [ MyCompany @ Help Cindy Closer @

Current date/time: 09/30/2022 09:29:40 AM  System «

4 Lobby @y Notifications

Documents
The documents listed below are the signed copies of your closing package.

Date Completed

Stanley Buyer
SELLER:

SALES PRICE:
$0.00

CLOSING DATE:
08/26/2022 11:28 AM

ACTUAL CLOSING
COMPLETED:
09/30/2022 11:28 AM

Post Closing

Audit Lo
This Audgi]l Log contains all of the activity from this Digital Closing up to the completion of the clesing
process.
AuditReport  N/A i B
Complete Package
Bundle of all Documents  N/A = B
Order Documents
09/30/2022 F =1
Additional Order Documents Add Documents
Journal Entries
Journal Entries  089/26/2022 =

Enter a reason for modifying the package and select Submit.

Modify Package x

Enter the reason for modifying the document package (i.e. missed signature, addtional &

document, etc).

Need additional signature

© 2024 Pavaso - www.pavaso.com

Page 3


http://www.pavaso.com/

TrailFix

Closing Agent/Notary Guide

Once hitting Submit, you will be directed to Edit Mode. Select Upload.

44 Home My Messages ¥ My Team

E My Company @ Help Cindy Closer @

\_O
‘ _:h Digital Close
Enterprise

Document Details

Mame: [# Edit

Document One

Audience: Date Due:

Al v 00/26/2022

[J Additional Action Reguired
at Closing

O wet Signature Required
(Hybrid Clesing Only)

Document Templates:

Please select a templal ¥

+ Tag for Signature
+ Tag for Education

4+ Tag for Notary

# Looby [ view/Edit Notes

LEL] Save as Template

Current date/time: 09/30/2022 09:36:09 AM  System «

Document One

~inty Fige

2022-09-26

®, Notifications

ﬁ‘;’pp\ " CINDY CLOSER

Notary Public 8 State of Texss
Commivsion # TK12545.

Commission Exp. 01-202025

._.w_-' o i = bt 5, b0 oty

Jan. 20, 2025

& Invite Others Edit Signature

v «} Full screen

© 2024 Pavaso - www.pavaso.com
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TrailFix Closing Agent/Notary Guide

Upload the document(s) to be sent to the Signer and select Save. In this example, we'll call the document
Document Two. Templates can be applied to documents, if applicable.

# Home &= MyMessages % MyTeam EMyCompany @Help CindyCloser &

‘ O Current date/time: 09/30/2022 09:37:46 AM  System ~
‘_—_h Digital Close

Enterprise Lobby Create Order Notifications  Admin

pyveosl Add Documents

Files |Choose Files

Name Description Document Template Status Action

Drag and drop files here.

Document Two Document Two Please select a template ~ | Completed & 2 w

(B e ]L0 oo

Select the new document from the dropdown menu.

# Home X MyMessages & My Team My Company @ Help Cindy Closer @

Current date/time: 09/30/2022 09:32:34 AM  System «

“ao Digital Close

Enterprise A& Lobby E View/Edit Notes  # Notifications & Invite Others Edit Signature
>
m == Upload Save as Template | «4 Send Action Request
Document Details Document One v t}t Full screen

Document One

Name: [z EdE Document Two *

© 2024 Pavaso - www.pavaso.com Page 5
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TrailFix Closing Agent/Notary Guide

Add the appropriate tags to be completed by the Signer. Once the tags or templates have been applied, select
Send Action Request.

# Home & My Messages & My Team My Company © Help Cindy Closer @

Current date/time: 09/30/2022 09:41:54 AM  System -

“ao Digital Close

Enterprise A Lobby [B View/Edit Notes By Notifications & Invite Others Edit Signature
>>

A Send Action Request

Document Details Document Two - 4 Fullscreen

Name: # Edit

Document Two

Audience: Date Due:

Al v| o9/26/2022

[J Additional Action Required

at Closing Stanley Buyer << e [x ]

[Jwet Signature Required

Details
(Hybrid Closing Only)
Document Templates: SEpI
Please select a templatl v .
O Pre-closing

@ Closing
e
Notary Signature <<
rl
Details
Notarization Type:

4+ Tag for Notary Acknowledgment ¥

=+ Tag for Text

P Link to signer:

|

Comm. Exp. Date * | Buyer

© 2024 Pavaso - www.pavaso.com Page 6
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You will be prompted to choose which method may be used to sign the document.

Important Note:

This example contains a document that requires eNotarization. Because of this, the option for the Signer to
sign on their own device is not available. The document must be completed using IPEN or RON.

The following fields must be completed before the document can be sent:

A. Closing Type: In this example, we can choose IPEN or RON, since our document contains
eNotarization. For documents that do not require eNotarization, the Signer can sign the document on
their own device.

B. Notes to Recipient: The Closing Agent can enter a note for the Signer. This note is visible in the email
that notifies the Signer there are additional actions to complete.

C. Date: The date that the document will be signed in person with the Closing Agent should be entered
here.

D. Time: The time of the document signing appointment should be entered here.

E. Cancel: Selecting this option closes the window.

F. Confirm: Selecting this option saves the changes and sends an email notification to the Signer.

i Select Closing Type and Time x

Closing Type (*):
@® |PEN - Complete required task(s) with Signers present using a shared device
O RON - Camplete required task(s) remotely (minimum system requirements must be met)

Notes to Recipient (*):

o

We will meet in our office to complete this document. Please call me at 555-5555 with any

2 | gquestions.

Date (*)z e

| 08/23/2022 i

B

-~ Time (%) Q

I 02:00 PM

I @ Cancel

Wwww.pavaso.com
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IPEN — Signer View

The Signer receives natification that additional actions are required for the closing. There will not be any
actions required for them to take on Pavaso because they will be meeting with the Notary in person.

P

pavaso

our place for everything home

Additional Closing Actions Required

Dear Stanley Buyer,

Order Number: MP_IPEN

Property Address: 456 Election Ave, Dallas, TX 12345

To Be Completed By: July 22, 2022 at 02:00 PM Mountain Standard
Time

You will complete these tasks by signing in person with your Closing
Agent and/or Notary. Contact your Title company with any questions.

Note: We will meet at our office to complete this document. Please call me
at 555-5555 with any questions.

Your Pavaso Team

& Pavaso

2745 Dallas Parkway, Suite 300 | Plano, TX 75083
Pavaso.com | 214.377.1785

Do not reply to this message. This email has been sent automatically and will not be monitored for
response. [f you wish to contact a Pavaso representative email support@pavaso.com.

Click here fo unzubscribe

© 2024 Pavaso - www.pavaso.com
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IPEN — Closing Agent View — Completing the Document

At the scheduled time, the Closing Agent will access the order. Web Closing or Multi-Device Closing (MDC)

can be used to conduct the signing. For this example, we’ll choose Web Closing.

# Home & MyMessages i My Team My Company @ Help Cindy Closer @

Current dateftime: 09/26/2022 12:37:45 PM  System »

“30 Digital Close

Enterprise # Lobby [ View/Edit Notes By Notifications & Invite Others Edit Signature

234 Ever Lane, Dallas, T .
X 12345 Select where you want to close:

[# Edit g3 Replicate Order
SIGNING TABLE

ORDER NUMBER:
(Windows 8 app)

Order_One_Example

COMPANY:

BH Title

WEB CLOSING

BUYER: v

Stanley Buyer (Any web browser)
SELLER:

MULTI-DEVICE CLOSING

Sn;LOEgOPR\CE: {Any web browser, all participants using their own device)

CLOSING DATE:
09/26/2022 11:28 AM

COUNT DOWN TO CLOSING:
0 0 0 0

DAYS HOURS MINUTES SECONDS

CLOSING AGENT ACCESS

PAPER CLOSING
Take a Tour v

Pre-Closing Review v

The Closing Agent completes the document with the Signer present, ending the closing session.
Note: This example shows 2.0, but TrailFix is also available for 1.0.

[ [

% 6 O % 8 N B | Cwewe

pr—— L - <~ | & roes | mome [ 7iven | v o |
st

o
ot SAMPLE DOCUMENT

[
E-aianed by Stenlev Buver ma Julv 18, 305X mr SMsed B oCET

Buyer Signature and Date

i Briotaraticr Buyer
Cisdy Clusms wt 2uly 13, 2033 at 04747 ¥ car

eNotary Signature

© 2024 Pavaso - www.pavaso.com
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TrailFix Closing Agent/Notary Guide

Once the order has closed, Document Two now appears in the document list from the Post-Closing screen.

# Home My Messages i My Team [ MyCompany @ Help Cindy Closer ©

Current dateftime: 09/30/2022 10:04:01 AM  System ~

“ao Digital Close

Enterprise A& Lobby @ Notifications

<<
234 Ever Lane, Dallas,
TX 12345 TrailFix

N Documents
WView {ge\fault Archive
Q ! = The documents listed below are the signed copies of your closing package.
ORDER NUMBER:

Order_One_Example Date Completed

COMP._f\NY‘- Audit Log

BH Title This Audit Log contains all of the activity from this Digital Closing up to the completion of the closing
BUYER: process.

Stanley Buyer
SELLER: AuditReport  NJA i &

Complete Package

SALES PRICE:

$ 0.00 Bundle of all Documents  NJA &
CLOSING DATE:

09/30/2022 11:28 AM Order Documents
ACTUAL CLOSING Document One  09/30/2022 A1
COMPLETED:

09/30/2022 11:28 AM Document Two  09/30/2022 i B

Post Closing Additional Order Documents Add Documents

Journal Entries

Journal Entries  09/30/2022 EA

© 2024 Pavaso - www.pavaso.com Page 10
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The actions are also captured in the Audit Log.

Order Audit Log

Digital Close Order #:
Property Address:
Settlement Agent:
Borrower(s):

Report Generated Date:
Central Daylight Time

Order_One_Example
234 Ever Lane Dallas, TX 12345
BH Title - Cindy Claser

Stanley Buyer

September 30, 2022 12:03:17 PM

User Action Platform IP Address Date
Cindy Closer  Closed Order Digital Close  ¢5 530 42,174 09/30/2022 12:03 PM
Enterprise
Cindy Closer notarized  Digital Close ]
Cindy Closer e Claser no Eoprss . 6823042174 09/30/2022 12:02 PM
Buyer Stanley Buyer -
Stanley Buyer  signed in document DBV CI9SE g8 3042174 09/30/2022 12:02 PM
onsumer
Document Two
Accepted the Remote -
Gindy Closer  Online Notary Dightal CI0Se. 65.30.42.074  09/30/2022 12:00 PM
Disclaimer M3

Legal Compliance Disclaimer:

Pavaso does not warrant or represent that the documents signed or notarized using the
Software comply with federal, state or county laws, rules, or regulations relating to the
execution, notarization, or recordation of decuments, including, without limitation, whether
such documents are properly notarized or can be electronically recorded in the applicable
county recorder offices. Pavaso shall have no obligation to confirm whether such documents, or
the execution or notarization thereof, comply with any applicable federal, state or county laws,
rules, or regulations (including, without limitation those concerning the commission,
appointment or duties of a notary public), and such abligation shall be solely that of Licensee.

Cindy Closer  Change ClosingDate E"ft::f;‘sfe 68.230.42.174  09/30/2022 11:53 AM

Cindy Closer _ Edit Order E”ﬁ:f;rci‘s‘:‘” 68.230.42.174  09/30/2022 11:53 AM

Cindy Closer E;:Ef;’:n[t"f:u".‘e"t Enft:?;‘:rc.‘s?e 68.230.42.174  09/30/2022 11:45 AM

Gindy Closer .‘.J[;’;‘:i‘,’ni:f“r"‘;ﬁ?t’ E"Iiﬁ:f‘ CI‘:E 68.230.42.174  09/30/2022 11:39 AM
Package reopened for

Cindy Closer R"::ﬂ‘;:;‘;:;““* E"ft:f;rcl‘s‘z” 68.230.42.174  09/30/2022 11:35 AM
signature

Cindy Closer  Closed Order E"r'ﬁgfgrcl‘f 68.230.42.174  09/30/2022 11:23 AM

Cindy Closer H‘.‘fhpg:‘;;:;;;r'h_ E"ft:f;rcl‘s:” 68.230.42.174  09/30/2022 11:23 AM

www.pavaso.com
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TrailFix Closing Agent/Notary Guide

Sending a Document Using Remote Online Notarization
(RON)
RON — Closing Agent View

Note: This guide refers to Closing Agent. This is intended to be inclusive of anyone with a Closing Agent role.

Once the order is closed, the TrailFix button will appear. In this example, Document One was uploaded to the
order before it was closed.

4 Home & MyMessages 4 MyTeam [ MyCompany @ Help Cindy Closer @

Current date/time: 09/30/2022 09:29:40 AM  System «

“30 Digital Close

Enterprise # Lobby @y Notifications

<<
234 Ever Lane, Dallas,
TX 12345 TrailFix

. Documents
Q View tgeVau\t & Archive . - . .
: v The documents listed below are the signed copies of your closing package.

ORDER NUMBER:
Order_One_Example

COMP{QNY: Audit Log
BH Title This Audit Log contains all of the activity from this Digital Closing up to the completion of the closing

Date Completed

BUYER: process.

Stanley Buyer
SELLER: AuditReport  NJA i &

Complete Package

SALES PRICE:

$0.00 Bundle of all Documents  N/A A=
CLOSING DATE:

09/26/2022 11:28 AM QOrder Documents
ACTUAL CLOSING 08/30/2022 ia
COMPLETED:

09/30/2022 11:28 AM Additional Order Documents Add Documents
Past Cloging Journal Entries

Journal Entries  089/26/2022 =

The Closing Agent must enter a reason for modifying the package, then select Submit.

Modify Package

Enter the reasen for modifying the document package (i.e. missed signature,
addtional document, etc).

Need additional signature

© 2024 Pavaso - www.pavaso.com Page 12
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You will be directed to Edit Mode. Upload the documents you wish to send the Signer.

44 Home My Messages ¥ My Team

E My Company @ Help Cindy Closer @

“30 Digital Close

Enterprise

Document Details

Mame: [# Edit

Document One

Audience: Date Due:

Al v 00/26/2022

[J Additional Action Reguired
at Closing

O wet Signature Required
(Hybrid Clesing Only)

Document Templates:

Please select a templal ¥

+ Tag for Signature
+ Tag for Education

4+ Tag for Notary

# Looby [ view/Edit Notes

Current date/time: 09/30/2022 09:36:09 AM  System «

Document One

®, Notifications

Save as Template

~inty Fige

2022-09-26

\G.\%OM

@ CINDY CLOSER
(ﬁ‘*)' Notary Public 8 State of Tenss.
\”5’? ’,. Commission Exp. 01-20.2025

Commission # TK12345
i LT teny e bt e b 8 ot e s

Jan. 20, 2025

& Invite Others Edit Signature

v «} Full screen

© 2024 Pavaso - www.pavaso.com
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TrailFix Closing Agent/Notary Guide

Once you have uploaded the document(s), select Save. You can upload as many documents as necessary. In
this example, we'll call the document Document Two. Templates can be applied to documents, if applicable.

# Home &= MyMessages % MyTeam EMyCompany @Help CindyCloser &

‘ O Current date/time: 09/30/2022 09:37:46 AM  System ~
‘_—_h Digital Close

Enterprise Lobby Create Order Notifications  Admin

pyveosl Add Documents

Files |Choose Files

Name Description Document Template Status Action

Drag and drop files here.

Document Two Document Two Please select a template ~ | Completed & 2 w

(B e ]L0 oo

Select the new document from the dropdown menu.

# Home X MyMessages & My Team My Company @ Help Cindy Closer @

Current date/time: 09/30/2022 09:32:34 AM  System «

“ao Digital Close

Enterprise A& Lobby E View/Edit Notes  # Notifications & Invite Others Edit Signature
>
m == Upload Save as Template | «4 Send Action Request
Document Details Document One v t}t Full screen

Document One

Name: [z EdE Document Two *

© 2024 Pavaso - www.pavaso.com Page 14
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TrailFix Closing Agent/Notary Guide

Add the appropriate tags to be completed by the Signer. Repeat the process for each new document. Once the
tags or templates have been applied to desired documents, select Send Action Request.

# Home & My Messages & My Team My Company © Help Cindy Closer @

Current date/time: 09/30/2022 09:41:54 AM  System -

“ao Digital Close

Enterprise A Lobby [B View/Edit Notes By Notifications & Invite Others Edit Signature

>

4= Back m Save as Template | == Collapse Tag Info Save
A Send Action Request

Document Details Document Two - 4 Fullscreen
Name: & Edit
Document Two
Audience: Date Due:
All v| 09262022
[J Additional Action Required
at Closing Stanley Buyer = copy tag n
[CJwet Signature Required .
d 4 Details
(Hybrid Closing Only)
Document Templates: Sz
Stanley Buye v
Please select a templatl v .
O Pre-closing
@ Closing
4+ Tag for Signature
Notary Signature << n
+ Tag for Initials copy tag
4 .
Details
+ Tag for Education Motary Seal
Notarization Type:
+ Tagfor Notary Acknowledgment v
+ Tag for Toxt P Link to signer:
Comm. Exp. Date 4] [Buyer |

© 2024 Pavaso - www.pavaso.com Page 15
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You will be prompted to choose which methods may be used to sign the document.

Important Note:

This example contains a document that requires eNotarization. Because of this, the option for the Signer to
sign on their own device is not available. The document must be completed using IPEN or RON.

The following fields must be completed by the Closing Agent before the document can be sent to the Signer:
A. Closing Type: In this example, we can choose IPEN or RON, since our document contains

eNotarization. For documents that do not require eNotarization, the Signer can sign the document on

their own advice.

Notes to Recipient: The Closing Agent can enter a note for the Signer. This note is visible in the email

that notifies the Signer there are additional actions to complete.

w

C. Date: The date that the document is signed in person with the Closing Agent should be entered here.
D. Time: The time of the document signing appointment should be entered here.
E. Cancel: Selecting this option closes this window.
F. Confirm: Selecting this option saves the changes and sends an email naotification to the Signer.
Select Closing Type and Time x
Closing Type (*):

O IPEN - Complete required task(s) with Signers present using a shared device
@® RON - Complete required task(s) remotely (minimum system requirements must be

met)
Notes to Recipient (*): e

We'll meet virtually to complete this document.

Date (*}: O

09/30/2022 e

Time (*): 0

02:00 PM

Wwww.pavaso.com
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RON — Signer View
The Signer receives a natification that additional actions are required for the closing. There will not be any
actions required for them to take on the Pavaso platform because they will be meeting with the Notary virtually

via RON.

pavaso

our place for everything home

Additional Closing Actions Required

Dear Stanley Buyer,

+ Order Number: Order_One_Example

+ Property Address: 234 Ever Lane, Dallas, TX 12345

+« To Be Completed By: September 30, 2022 at 02:00 PM Mountain
Standard Time

« You will complete these tasks by signing remotely with your Closing
Agent and/or Notary. Contact your Title company with any questions.

« Note: We'll meetvirtually to complete this document.

Your Pavaso Team

www.pavaso.com
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TrailFix Closing Agent/Notary Guide

RON — Closing Agent View — Completing the Document

At the scheduled time, access the order and select Remote Online Closing.

# Home & MyMessages & My Team My Company @ Help Cindy Closer ©

Current date/time: 09/30/2022 09:56:54 AM ~ System -

“30 Digital Close

Enterprise # Lobby [y View/Edit Notes @By Notifications @& Invite Others Edit Signature

<<
234 Ever Lane, Dallas, .
X 12345 Select where you want to close:

(& Edit 44 Replicate Order

ORDER NUMBER:
Order_One_Example

COMPANY:
BH Title
WEB CLOSING
BUYER: .
Stanley Buyer

SELLER:

REMOTE ONLINE CLOSING
(Minimum browser requirements: Chrome 72, Firefox 52, Opera 80, Safari
13 for macOS)

SALES PRICE:
$0.00

CLOSING DATE:
08/30/2022 11:28 AM

COUNT DOWN TO CLOSING: VULTI-DEVICE CLOSING

NaN NaM NaMN  NaN
DAYS HOURS MINUTES SECONDS

Take a Tour v e P
Pre-Closing Review v

Closing Setup v

+ Change Closing Platform

The signer must complete each step of the check in process. All RON requirements must be met to complete
the document using RON. This includes KBA questions and ID validation. If the Skip option is enabled for your
company, you will see them here.

f=--8 Closing #MP_08172022 O Record Contact Support End Seasion ]

Loand — 083 Propgry Plasss, Do, TX 13345

Cavica

Start Signing Session e B 100 U8 Boeed | ERTUUUI start sigring >

I

participants (1) [20 23

Farticipant W) Accept Device KBA Signature Validate
Roke & Name eConsent Settings Cuestions Setup Identity

Buryer 1 » L
Snarim By Lt v ;o v View View I a

© 2024 Pavaso - www.pavaso.com Page 18
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TrailFix Closing Agent/Notary Guide

From within the session, send the document to the Signer. You can select the paper airplane or the Continue
button.

Closing #MP_08172022
Loan® — B52 Dopewy PMace, Dalee, TX 12345

S1aeiey Byt

SAMPLE DOCUMENT

) End Sigpang S

o.:.f... Starien Busymi

Buyer Signature and Date

Send Document to Participant

eMotary Signature Select a participant to send this document.

Buyer 1 Stanley Buyer

ehatary Commission
=

© 2024 Pavaso - www.pavaso.com Page 19
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TrailFix Closing Agent/Notary Guide

Once the document is signed by the Signer, eNotarization can be completed. Select Continue to save the
document and proceed.

Clasing #MP_08172022 O Record Contact Support End Seasion ]

Loan® — 022 Povgry Placs, Gubes, TX 12345

2 a 9 % N B o | Conlinue )

Suyer Stardey Euser
Hmnlt':.o_iwlﬂt.ll‘.mnﬁl.'ﬁh
o oS Loy

Buyer Signature and Date

) Mtery Joaml Ermyta)

et Sagring Gansen
bt [LYET) v ]

i
sy Mugust 17, 3333 an 4040 PR

eNotary Signature

- Lhen Test.
=
"‘;{:-\‘.

1720
(=) ATz
oy

Lo 3 Wi e (jarm an s (1 1008 et e e

eNotary Commission

Jen, 20, 2025

eNotary Expiration Treshits Fou ©

The eNotary journal will display a record of the notarial act for the document. Complete the journal and select
Continue to save and proceed.

Closing #0mder_ Ong_Exampin
e Q Record | EGIERVTUTE  Contact Support || End Session [

Loan®
234 Evas Lane, Dallss, TX 12345
-+ Entry 1{Buyer 1) © Invia Participant -
3| i e Opt Out of Journal  Continus »
Al w
Hoaary [yeu) T
Cindy Claser -~

& Recitation Seript Fiaad Seplamoar 28, 2022
Date of Notarization
© Dacumant Ons September 30, 2022 1 =
© Document Twg - Staniey Buyer v
o f Mortgage O
© Motary Joumnal Entry[s)
© Entry § duyer 1
= 09/28/2022
© End Signing Sestion Documant Date
081302022
* Type of notarialact  Acknawlasgomant -

+ hdd notarial act

Name of Signer  Stanlay Buyar

Address of Signer 123 Right Road, Plano, TX, 12345

Signature of Signer

%d‘ff %;ﬂ.
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TrailFix Closing Agent/Notary Guide

Once complete, the document will display on the Post-Closing screen in the document list.

# Home My Messages 3 My Team [E My Company @ Help Cindy Closer @

Current date/time: 09/30/2022 10:04:01 AM  System «

“30 Digital Close

Enterprise @A Lobby @y Notifications

<<
234 Ever Lane, Dallas, ilFix
TX 12345 Trailkl

. . Documents
View {ge\.fault Archive . B .
Qi = The documents listed below are the signed copies of your closing package.

ORDER NUMEBER:
Order_One_Example

COMP{RNY‘. Audit Log
BH Title This Audit Log contains all of the activity from this Digital Closing up to the completion of the closing

BUYER: process.
Stanley Buyer

SELLER: AuditReport  N/A L &

Date Completed

Complete Package
SALES PRICE:

$0.00 Bundle of all Documents  N/A &
CLOSING DATE:

09/30/2022 11:28 AM Order Documents
ACTUAL CLOSING Document One  09/30/2022 &
COMPLETED:

09/30/2022 11:28 AM Document Two  09/30/2022 =1

Post Glozing Additional Order Documents Add Documents

Journal Entries

Journal Entries  09/30/2022 F1
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The actions are also captured in the Audit Log.

Order Audit Log

Digital Close Order #:
Property Address:
Settlement Agent:
Borrower(s):

Report Generated Date:
Central Daylight Time

Order_One_Example
234 Ever Lane Dallas, TX 12345
BH Title - Cindy Claser

Stanley Buyer

September 30, 2022 12:03:17 PM

User Action Platform IP Address Date
Cindy Closer  Closed Order Digital Close  ¢5 530 42,174 09/30/2022 12:03 PM
Enterprise
Cindy Closer notarized  Digital Close ]
Cindy Closer e Claser no Eoprss . 6823042174 09/30/2022 12:02 PM
Buyer Stanley Buyer -
Stanley Buyer  signed in document DBV CI9SE g8 3042174 09/30/2022 12:02 PM
onsumer
Document Two
Accepted the Remote -
Gindy Closer  Online Notary Dightal CI0Se. 65.30.42.074  09/30/2022 12:00 PM
Disclaimer M3

Legal Compliance Disclaimer:

Pavaso does not warrant or represent that the documents signed or notarized using the
Software comply with federal, state or county laws, rules, or regulations relating to the
execution, notarization, or recordation of decuments, including, without limitation, whether
such documents are properly notarized or can be electronically recorded in the applicable
county recorder offices. Pavaso shall have no obligation to confirm whether such documents, or
the execution or notarization thereof, comply with any applicable federal, state or county laws,
rules, or regulations (including, without limitation those concerning the commission,
appointment or duties of a notary public), and such abligation shall be solely that of Licensee.

Cindy Closer  Change ClosingDate E"ft::f;‘sfe 68.230.42.174  09/30/2022 11:53 AM

Cindy Closer _ Edit Order E”ﬁ:f;rci‘s‘:‘” 68.230.42.174  09/30/2022 11:53 AM

Cindy Closer E;:Ef;’:n[t"f:u".‘e"t Enft:?;‘:rc.‘s?e 68.230.42.174  09/30/2022 11:45 AM

Gindy Closer .‘.J[;’;‘:i‘,’ni:f“r"‘;ﬁ?t’ E"Iiﬁ:f‘ CI‘:E 68.230.42.174  09/30/2022 11:39 AM
Package reopened for

Cindy Closer R"::ﬂ‘;:;‘;:;““* E"ft:f;rcl‘s‘z” 68.230.42.174  09/30/2022 11:35 AM
signature

Cindy Closer  Closed Order E"r'ﬁgfgrcl‘f 68.230.42.174  09/30/2022 11:23 AM

Cindy Closer H‘.‘fhpg:‘;;:;;;r'h_ E"ft:f;rcl‘s:” 68.230.42.174  09/30/2022 11:23 AM
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TrailFix Closing Agent/Notary Guide

Sending a Document Using Sign on Their Own
Sign On Their Own — Closing Agent View

Note: This guide refers to Closing Agent. This is intended to be inclusive of anyone with a Closing Agent role.

Once the order is closed, the TrailFix button will appear for the Closing Agent. In this example, Document
One was uploaded to the order before it was closed.

4 Home & MyMessages & MyTeam [ MyCompany @ Help Cindy Closer &

Current date/time: 09/30/2022 09:29:40 AM  System -

“3(3 Digital Close

Enterprise # Lobby @y Notifications

<<
234 Ever Lane, Dallas,
TX 12345 TrailFix

- . Documents
View eVault Archive
Q ! @ - v The documents listed below are the signed copies of your closing package.

ORDER NUMBER:
Order_One_Example

COMP»_QNY: Audit Log
BH Title This Audit Log contains all of the activity from this Digital Closing up to the completion of the closing

Date Completed

BUYER: process.

Stanley Buyer
SELLER: AuditReport  N/A 2 B2

Complete Package

SALES PRICE:

$0.00 Bundle of all Documents  NfA =1
CLOSING DATE:

09/26/2022 11:28 AM Order Documents
ACTUAL CLOSING 00J30/2022 e
COMPLETED:

09/30/2022 11:28 AM Additional Order Documents Add Documents
Post Cloging Journal Entries

Journal Entries  09/26/2022 3

The user must enter a reason for modifying the package.

Modify Package

Enter the reason for modifying the document package (i.e. missed signature,
addtional document, etc).

MNeed additional signature

© 2024 Pavaso - www.pavaso.com Page 23
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TrailFix

Closing Agent/Notary Guide

Once hitting Submit, you will be directed to Edit Mode. Select Upload.

44 Home

My Messages

& My Team

E My Company @ Help Cindy Closer @

>

=2
=

Document Details

Enterprise

Mame: [# Edit
Document One

Audience: Date Due:

All ~ 09/26/2022

[J Additional Action Reguired
at Closing

O wet Signature Required
(Hybrid Clesing Only)

Document Templates:

Please select a templal ¥

+ Tag for Signature
+ Tag for Education

4+ Tag for Notary

Digital Close

# Looby [ view/Edit Notes

Document One .

Current date/time: 09/30/2022 09:36:09 AM  System «

®, Notifications & Invite Others Edit Signature

Save as Template

«} Full screen

2022-09-26

~inty Fige

Jan. 20, 2025

‘r " CINDY CLOSER
Notary Public  State of Texss
‘Commivshon # TH11345
ml- ﬂi 202025

._.w_-' frm i bt s b0

© 2024 Pavaso - www.pavaso.com
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TrailFix Closing Agent/Notary Guide

Upload the document(s) to be sent to the Signer and select Save. In this example, we'll call the document
Document Two. Templates can be applied to documents, if applicable.

# Home &= MyMessages % MyTeam EMyCompany @Help CindyCloser &

‘ O Current date/time: 09/30/2022 09:37:46 AM  System ~
‘_—_h Digital Close

Enterprise Lobby Create Order Notifications  Admin

pyveosl Add Documents

Files |Choose Files

Name Description Document Template Status Action

Drag and drop files here.

Document Two Document Two Please select a template ~ | Completed & 2 w

(B e ]L0 oo

Select the new document from the dropdown menu.

# Home X MyMessages & My Team My Company @ Help Cindy Closer @

Current date/time: 09/30/2022 09:32:34 AM  System «

“ao Digital Close

Enterprise A& Lobby E View/Edit Notes  # Notifications & Invite Others Edit Signature
>
m == Upload Save as Template | «4 Send Action Request
Document Details Document One v t}t Full screen

Document One

Name: [z EdE Document Two *

© 2024 Pavaso - www.pavaso.com Page 25
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TrailFix Closing Agent/Notary Guide

Add the appropriate tags to be completed by the Signer. Once the all tags or templates have been applied,

select Send Action Request.

# Home @ MyMessages @ MyTeam [ My Company @Help  Cindy Closer ®
Current dateftime: 10/03/2022 10:08:19 AM ystem »

‘\EC) Digital Close

Enterprise # Lobby E View/Edit Notes @y Notifications & Invite Others [ Edit Signature

m + Upload B il Delete § [F] Saveas Template | == Collapse Taginfo

«d Send Action Request

b

Document Details o Full screen

Name: @ Edit]

Rlank

Audience; Date Due:
All ~  09/23/2022

[ additional Action Required = — B
at Closing 0 B Cicopy tag

] Wet Signature Required = Details

(Hybrid Closing Only) Signer:

Decument Templates: ggamey Buys v |

FPlease select a templat ~ Q Pre-closing

=+ Tag for Signature

® Closing

© 2024 Pavaso - www.pavaso.com
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You will be prompted to choose which method may be used to sign the document. In this example, we'll
choose Sign on their own. This option allows the Signer to complete the document on their own device
without the Notary present.

The following must be completed before the document can be sent:

A. Closing Type: In this example, Sign on their own can be used because the document does not
require eNotarization. The Signer can sign their document on their own device without the Notary
present.

B. Notes to Recipient: The Closing Agent can enter a note to the Signer. This note is visible in the emalil
sent that notifies the Signer of additional actions to complete.

C. Cancel: Selecting this option closes this window.

D. Confirm: Selecting this option saves the changes and sends the notification to the Signer.

Select Closing Type and Time x

Closing Type (*):
O IPEN - Complete required task(s) with Signers present using a shared device
O RON - Complete required task(s) remotely (minimum system requirements must be
met)
@ Sign on their own - Send required task(s) to the Signer to complete on their own
device (must be completed using a laptop, desktop, or tablet)

Notes to Recipient (*):

Please complete this document in a timely manner.

(C (D
o= 3

Wwww.pavaso.com
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Sign On Their Own — Signer View

The Signer receives an email indicating they have pending actions to complete.

o
PAVASO
your place for everything home
Additional Closing Actions Required

Dear Stanley Buyer,

Your closing team has added tasks for you to complete. Click here to log in to your
Pavaso account and complete these actions.

= Order Number: Order_Cne_Example

» Property Address: 254 Elevate Drive, Dallas, TX 12345

* To Be Completed By: ASAP

* You will complete these tasks by signing any time using your own
device. Note that Pavaso is not optimized for mobile. You can find a list of
compatible devices here.

» Note: Please complete this document in a timely manner.

Your Pavaso Team

Selecting the Click Here link in the body of the email will bring the Signer into Pavaso and directly to the
document pending action. If they sign into their Pavaso account on their own, the Signer must navigate to the
appropriate order and document.

www.pavaso.com
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TrailFix Closing Agent/Notary Guide

The Signer selects the signature tag to apply their signature. Since the Signer has already signed documents
at closing, their signature is saved to their profile.

# Home @ MyMessages W MyTeam @ Help  Stanley Buyer ®

Py B s

My Closing Dashboard

T: hi v 3
Step 1 - Pre-Closing Review L] % Tags onthis Document m

Step 2 - Pre-Closing Completed @ | [EHRSS

-
Blank

Step 3 - Closing

Sign here J

After the signature is complete, the Signer selects Done.

# Home I MyMessages W MyTeam © Help  Stanley Buyer &

p—— B o

My Closing Dashboard

| Ti his D: i i
Step 1 - Pre-Closing Review e % Tags on this Document & Print

Step 2 - Pre-Closing Completed @ | RREHSES

-
Blank

sy oo oo~

Step 3 - Closing
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TrailFix

Closing Agent/Notary Guide

Sign On Their Own — Closing Agent View — Finalizing Modifications
Once all the Signer’s tasks are complete, the Closing Agent receives an email notification that the document is
ready for review.

P

Stanley Buyer has completed their required tasks.

Dear Cindy Closer,

Your Pavaso Team

avaso

our place for everything home

« Order Number: MP_08172022
* Property Address: 852 Poppy Flace, Dallas, TX 12345

Click here to access this order to review and approve the changes.

? Pavaso

2745 Dallas Parkway, Suite 200 | Plano, Tx 75083

Pavaso.com | 214.377.1705

Do not reply to this message. This email has been sent automatically and will not be monitored for
response. If you wish fo contact a Pavaso representative email suppori@pavaso.com.

Click hare to unsubscribe

From within the order, choose Web Closing, then Continue.

#A Home

& My Messages 4 My Team

My Company @ Help

Cindy Closer ©

Pavess
=

Digital Close
Enterprise

<<

254 Elevate Drive,
Dallas, TX 12345

(& Edit ;& Replicate Order

ORDER NUMBER:
Order_One_Example

COMPANY:
BH Title

BUYER:
Stanley Buyer

SELLER:

SALES PRICE:
$0.00

CLOSING DATE:
09/23/2022 09:40 AM

COUNT DOWN TO CLOSING:
NaN NaN NaN NaN
DAYS HOURS MINUTES SECONDS

Take a Tour v

#A Lobby [ View/Edit Notes

Current date/time: 10/03/2022 10:53:23 AM  System

®, Notifications

& Invite Others

Select where you want to close:

SIGNING TABLE

(Windows 8 app)

WEB CLOSING

(Any web browser)

MULTI-DEVICE CLOSING

(Any web browser, all participants using their own device)

PAPER CLOSING

= Change Closing Platform

Edit Signature

© 2024 Pavaso - www.pavaso.com
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TrailFix Closing Agent/Notary Guide

Select Closing Agent Access, then Continue.

#A Home = My Messages

Cindy Closer @

& My Team My Company @ Help

Current date/time: 10/03/2022 10:53:38 AM  System «

Y= Digital Close
#A Lobby P View/Edit Notes @B Notifications & Invite Others Edit Signature

Enterprise

How would you like to proceed?

CLOSING AGENT ACCESS

Select the document(s) that require(s) review. If correct, select Finalize Modifications, then Close Order

@ Help Cindy Closer &

# Home & MyMessages 4 My Team My Company

Edit Signature

@ Lobby P View/Edit Notes @B Notifications & Invite Others

Enterprise
>>
W Reject/Edit Modification

ListofDocs Document Two
«

Al ¥ Cindy Closer, Closing £ ~ m A Initial « Check

I v
Document Two
Information
This document was saved successfully. You may now continue on to the
next document in the closing package. b

Page 31
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If a document needs to be re-sent, select Reject/Edit Modification and choose one of the options. Selecting
Edit and Resend sends the document back to the Signer. Selecting Clear, remove request, and close order
will remove this document and the modification from the order entirely.

[ Rejer:t updates x

- You are about to Reject/Edit the updates made by Cindy Closer. Would you like to:
O Edit and Resend

O Clear, remove request, and close order

Wwww.pavaso.com
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TrailFix Closing Agent/Notary Guide

Once complete, the document will display on the Post-Closing screen in the document list.

# Home My Messages 3 My Team [E My Company @ Help Cindy Closer @

Current date/time: 09/30/2022 10:04:01 AM  System «

“30 Digital Close

Enterprise @A Lobby @y Notifications

<<
234 Ever Lane, Dallas, ilFix
TX 12345 Trailkl

. . Documents
View {ge\.fault Archive . B .
Qi = The documents listed below are the signed copies of your closing package.

ORDER NUMEBER:
Order_One_Example

COMP{RNY‘. Audit Log
BH Title This Audit Log contains all of the activity from this Digital Closing up to the completion of the closing

BUYER: process.
Stanley Buyer

SELLER: AuditReport  N/A L &

Date Completed

Complete Package
SALES PRICE:

$0.00 Bundle of all Documents  N/A &
CLOSING DATE:

09/30/2022 11:28 AM Order Documents
ACTUAL CLOSING Document One  09/30/2022 &
COMPLETED:

09/30/2022 11:28 AM Document Two  09/30/2022 =1

Post Glozing Additional Order Documents Add Documents

Journal Entries

Journal Entries  09/30/2022 F1
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The actions are also captured in the Audit Log.

Order Audit Log

Digital Close Order #:
Property Address:
Settlement Agent:
Borrower(s):

Report Generated Date:
Central Daylight Time

Order_One_Example
234 Ever Lane Dallas, TX 12345
BH Title - Cindy Claser

Stanley Buyer

September 30, 2022 12:03:17 PM

User Action Platform IP Address Date
Cindy Closer  Closed Order Digital Close  ¢5 530 42,174 09/30/2022 12:03 PM
Enterprise
Cindy Closer notarized  Digital Close ]
Cindy Closer e Claser no Eoprss . 6823042174 09/30/2022 12:02 PM
Buyer Stanley Buyer -
Stanley Buyer  signed in document DBV CI9SE g8 3042174 09/30/2022 12:02 PM
onsumer
Document Two
Accepted the Remote -
Gindy Closer  Online Notary Dightal CI0Se. 65.30.42.074  09/30/2022 12:00 PM
Disclaimer M3

Legal Compliance Disclaimer:

Pavaso does not warrant or represent that the documents signed or notarized using the
Software comply with federal, state or county laws, rules, or regulations relating to the
execution, notarization, or recordation of decuments, including, without limitation, whether
such documents are properly notarized or can be electronically recorded in the applicable
county recorder offices. Pavaso shall have no obligation to confirm whether such documents, or
the execution or notarization thereof, comply with any applicable federal, state or county laws,
rules, or regulations (including, without limitation those concerning the commission,
appointment or duties of a notary public), and such abligation shall be solely that of Licensee.

Cindy Closer  Change ClosingDate E"ft::f;‘sfe 68.230.42.174  09/30/2022 11:53 AM

Cindy Closer _ Edit Order E”ﬁ:f;rci‘s‘:‘” 68.230.42.174  09/30/2022 11:53 AM

Cindy Closer E;:Ef;’:n[t"f:u".‘e"t Enft:?;‘:rc.‘s?e 68.230.42.174  09/30/2022 11:45 AM

Gindy Closer .‘.J[;’;‘:i‘,’ni:f“r"‘;ﬁ?t’ E"Iiﬁ:f‘ CI‘:E 68.230.42.174  09/30/2022 11:39 AM
Package reopened for

Cindy Closer R"::ﬂ‘;:;‘;:;““* E"ft:f;rcl‘s‘z” 68.230.42.174  09/30/2022 11:35 AM
signature

Cindy Closer  Closed Order E"r'ﬁgfgrcl‘f 68.230.42.174  09/30/2022 11:23 AM

Cindy Closer H‘.‘fhpg:‘;;:;;;r'h_ E"ft:f;rcl‘s:” 68.230.42.174  09/30/2022 11:23 AM
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TrailFix Closing Agent/Notary Guide

eRecording and TrailFix

If documents are sent to be eRecorded after the closing has completed, the TrailFix button will disable while
the documents are being processed. Once the eRecording process is complete, the option will enable.

#l Home & MyMessages & My Team My Company @ Support Center Cindy Closer &

Current date/time: 02/28/2023 11:14:58 AM ~ System »

“30 Digital Close

Enterprise A Lobby B Notifications

<<

852 Left Lane, Dallas,
TX 12345

. Documents
View |9evault Archive . . . .
Q = The decuments listed below are the signed copies of your closing package.

ORDER NUMBER: Date Completed

BH_02282023

Audit Log
COMPANY: This Audit Log contains all of the activity from this Digital Closing up to the completion of the closing
BH Title
process.
BUYER:
Stanley Buyer AuditReport  NJA i &
SELLER:
Complete Package
SALES PRICE: Bundle of all Documents  N/A i &
$0.00
CLOSING DATE: Order Documents

02(28/2023 11:02 AM
Note 02/28/2023 E A=

ACTUAL CLOSING

COMPLETED: Additional Order Documents Add Documents
02/28/2023 11:14 AM

Post Closing

Pavaso Support

Business Hours: Monday — Saturday, 7 a.m. — 8 p.m. CST

Email: support@pavaso.com

Phone/ Closing Hotline: (866) 288-7051, option 3

24/7 Online Help Library: Log in to your Pavaso account and select Help next to your name.
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