
HOW TO UPLOAD DOCUMENTS AND eSIGN WITH CLOSINGLOCK

Step 1

Once you are in the Closinglock portal, you see your title company’s branch information and property
information.. To the left, you will see a task to Sign Document by clicking on the Sign Document
button..

Step 2

Once you open that link, type your first and last name, then click Update
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Step 3

Start filling out the required fields in the document
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Step 4

Once you e-sign, click Finish, then Confirm your signature. The document will then securely be
returned to the settlement company.
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Step 5

In the Closinglock Portal you will see the status of the document and the date when it was signed. If
you need to upload any documents, you will click the blue + Upload Document button. You will then be
prompted to select a document from your device. This works well on mobile devices as well, so you can
either take a picture or select it straight from your phone. Once uploaded, a notification will be sent to
the settlement company.

VIDEO TUTORIAL
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Signing Documents
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https://www.loom.com/share/b504abe8658c4fb1a90a461f7be2e66a?sid=9a97bdac-c55a-4a09-8194-eb35c6e67cb0

