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Document Templates 
A document template is a saved template that contains all tags placed on a document including position, size, 
and tag details as well as document details, including wet signature. 
Note: Document templates are accessible through the Pre-Closing review phase and in the edit documents screen. You 
can also select individual documents with the pencil icon. 

 
 

Saving a Template 
Once all tags and settings are applied, select Save as Template. 

 
 

Fill in the Name and Description field and select Save. 
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Select OK. 

 
 

Applying a Template 
Once the document is open, select a template from the drop-down on the left side.  
Note: Applying a template will override any current tags that are placed. 
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Updating a Template in the Template Library 
Go to the Order Lobby screen and select Admin. 
Note: This is only available to Company Admins. 

 
 

Select the arrows on the right-hand side. 

 
 

Select the company from the dropdown, then select the template you would like to edit. 
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Applying a Template While Uploading a Document 
Upload the file(s) and select the template from the dropdown. 
Note: This can be done from order creation or during pre-closing set up. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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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