


Our DirectFax™ Document Manager window houses the digital 
signature features.  From this console, the mortgage broker and 
borrowers can convert paper documents to PDF and/or simply upload 
existing PDF documents.  Once in the loan file, the broker tags the 
document for signing using the ‘Signatures’ button on the toolbar above. 



Once the document has 
been ‘tagged’ for signing, an 
email is sent to the borrower 
informing them that a 
document needs to be 
signed with a link to get back 
their personal login area on 
the broker’s website.  The 
documents panel shows the 
borrower documents related 
to their loan.  Instructions on 
the page tell the borrower 
that icons with the orange 
‘sign here’ type marker need 
their digital signature.  
Clicking the ‘sign’ link begins 
runs the ‘Document Signing 
Wizard’. 



The Document Signing Wizard walks the borrower through the process 
of 1) making sure their computer has all the necessary software 
required for signing, 2) obtaining their own personal digital certificate if 
they don’t already have one, and 3) launching the Acrobat viewer, 
where the signing actually takes place. 



Once in the Acrobat 
viewer, the borrower 
clicks the ‘Sign Online’ 
button on the toolbar to 
start the signing 
ceremony.  The 
borrower then selects 
one of the installed 
digital certificates and 
clicks the ‘Sign 
Document’ button.  
Once the PDF 
document has been 
signed, the borrower 
click the ‘Submit 
Document’ button to 
complete the ceremony 
and transmit the signed 
document back to the 
broker. 


