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Before You Begin 
What is In Person eNotarization? 
In Person eNotarization is the act of notarizing documents electronically online, from the same location, in person. 
 
A Notary performing an IPEN transaction must be a legally commissioned Notary public who is authorized to conduct notarizations 
over the internet using digital tools. The Notary is required to validate identification and witness the signing event online. 
 
Pavaso’s Digital Close Enterprise (DCE) platform gives notaries the tools they need to conduct an online closing. During IPEN 
closings, notaries validate the Signer’s identity and digital signatures are applied to documents. If a document requires a wet 
signature, the Notary will need to obtain the wet signature prior to closing the order. Documents requiring wet signatures must be 
printed from the Pavaso portal and scanned/imported into the system to successfully close an order.  
 
Signer Identity Validation 
Identity proofing is used to verify and authenticate the identity of every Signer participating in an IPEN session. Pavaso validates 
identity through these documents. 
 

• Government or State Photo ID 
• Passport 
• Credible Witness(es) 
• Personally Known 

 

Minimum System Requirements 
Please refer to https://pavaso.com/system-requirements/ for the most up to date requirements. 
 

System and Order Configuration 
Order Settings 
Web Closing 2.0 must be enabled for your company prior to attempting an IPEN transaction. Speak with your Implementation lead to 
request this feature be turned on. If you are unsure who to contact, email implementation@pavaso.com for assistance. 
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https://pavaso.com/system-requirements/
mailto:implementation@pavaso.com


In Person eNotarization* (IPEN)  Notary Guide 
 
 

 
 
© 2024 Pavaso, Inc. - www.pavaso.com                 Page 3 

Enabling IPEN 2.0 
How to Enable IPEN 2.0 
Before you can start IPEN 2.0 closings, this option must be enabled. Select My Company and Edit for the desired company or 
branch. 
Note: This setting is only available to Company and Primary Administrators. 
 
 
 
 
 
 
 
 
 
 
 
 
This brings you to the company settings page. Select Closing Methods from the left, then select Enable 2.0 Experience. 
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Inviting Signers 
Once configuration is complete, invite the Signers to the order to review their documents. Selecting the Invite button sends the 
invitation for Signers to create their account. 
Note: The button verbiage may change depending on if the order contains Buyers, Sellers, or both. 
Note: The Release Order button is used to notify Lender(s) and other partners that the order is ready on Pavaso. 
 

 
 

 
 
 
 
 
 
 
 
Example Signer invitation email: 
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Printing Documents for Wet Signature 
When accessing the Closing phase, select the Print button on the blue banner. 
Note: The order must be in Pending Closing status to access the Closing phase. 
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Select Print All to print all documents marked for wet signature. 
Note: Documents printed for wet signature cannot be converted back to digital signatures. 
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This generates a PDF of all documents requiring wet signature. Each document is accompanied by a QR code coversheet. These 
coversheets must be scanned before the corresponding wet-signed documents. 
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Pre-Close Tags 
If tags can be signed prior to the closing, the Pre-Closing setting can be used. These tags must be completed by the Signer during 
the Pre-Close Review. 
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Signer Pre-Closing Document Review 
Each Signer must complete the Pre-Closing Document Review prior to the closing using their own account. All orders appear on the 
Signer’s Closing Dashboard. 
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Selecting the order from the dashboard opens the order to begin document review. Signers are required to agree to the eConsent by 
choosing Accept 
 
Should the Signer decline the eConsent unintentionally, contact Pavaso Support to reset the eConsent. The Signer will have the 
ability to Accept the eConsent after the reset. If they decline the eConsent, they will not be able to participate in the session digitally. 
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The Signer selects a document to review from the list. 
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All pages must be reviewed before the Confim This Document button enables. Depending on configuration settings, documents 
that are confirmed during the Pre-Closing Review will have signatures applied to the document during closing. 

 
 
If tags are set to Pre-Close during configuration, the Signer can complete tags prior to closing. 
Clicking inside the tag prompts the Signer to create a signature and initials.  
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A mouse or touchscreen can be used to capture the signature. Selecting Adopt will apply the signature or initial. 
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Confirm must be selected to save the changes. 

 
 
Once all documents are reviewed and/or confirmed, the Signer selects Complete to finalize the Pre-Closing Review. If the Signer 
has confirmed all documents, this will happen automatically. 
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All Signers must complete the Pre-Closing Review for the order to move to Pending Closing status. The order cannot be closed until 
it reaches this status. 
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Performing an IPEN Closing 
Confirm Order Status 
Prior to closing on Pavaso, the Notary must confirm the order status is Pending Closing. The Pending Closing status is achieved 
once all Signers have completed their Pre-Closing Review. If the order is not in Pending Closing status, the signing cannot begin. 
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Once your order is opened, select Closing. 

 

 
 
 
 
 
 
 
 
Once you are in the closing state, select the platform you are using for the signing, then select Continue. 
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Closing Agent Access 
If you are returning to this stage with changes to be made, select Change Closing Platform,Closing Agent Access and then 
Continue. 
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Closing Agent tasks can be completed here, if needed, except eNotarization. All eNotarization must occur within the session with the 
Signers. 
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Adding Participants  
To add Participants to the signing, select the Add button.  

 
 
Choose the Participants you would like to add to the session, then select Add.  

 
 
 
 
 

http://www.pavaso.com/


In Person eNotarization* (IPEN)  Notary Guide 
 
 

 
 
© 2024 Pavaso, Inc. - www.pavaso.com                 Page 22 

To add a Witnesses, other Notaries, or Observers who were not originally listed on the order, select Invite. 

 
 

Enter an email address and choose the appropriate Session Role for the Participant (see definitions below), then select Invite.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Witness: Participant that is in a separate location from other Participants and will act as a Witness. 
Notary: A change in Notary assignment. 
Observer: Participant who is only able to view the session. Observers cannot communicate or sign. 
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Check In 
Once all Participants have been added, you will be sent back to the dashboard where the Participant check-in process begins. Select 
Check In. 
Note: This will prompt an eConsent for the Participant to read and check in using their Pavaso PIN. 
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After Check In is complete, the Signer is shown the eConsent. The Signer selects Send Code to be sent a verification code. If there 
are multiple Signers on the order, they will each need to send a verification code via their selected method. 

 
 
The user selects either Email or Text/SMS to receive the code. If the dropdown is grayed out, this means the user does not have a 
cell phone number associated with their Pavaso profile and the code must be sent via email. The code is valid for 15 minutes. 
 
How do I update my email or cell phone number? 
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Signatures 
Signers will be prompted to create an electronic signature and initials. They can select Hand-Drawn to use a touch screen device or 
a mouse to draw your electronic signature (see first image below). If their title company or lender provides the option to generate an 
electronic signature for them (see second image below), they may select Pre-Drawn to choose a signature style. Select Adopt to 
proceed. 

 

 

http://www.pavaso.com/


In Person eNotarization* (IPEN)  Notary Guide 
 
 

 
 
© 2024 Pavaso, Inc. - www.pavaso.com                 Page 26 

ID Validation 
If desired, the Signer’s ID information can be captured before the signing begins. The information captured here will be retained and 
entered in the eNotary journal. To validate the Signer’s ID, select Validate. 

 
 
Select the type of ID, then Continue. 
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Complete the desired fields and select Continue. To electronically validate the ID through our third-party verification partner, select 
eValidate Instead. The Signer must have a smartphone with camera and text capability that can receive text messages from a U.S.-
based phone number. This is the same process used to complete ID validation during a RON session. 
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Signing 
Once all Participants are checked in, select Start Signing.  
 

 
 

As the Notary, your signature will be saved to your profile for future signings. If you haven’t completed your hand-drawn signature or 
pre-drawn signature, you will be prompted to do so now. 
Note: You can change your hand-written signature by selecting Clear. 

 
 

  

http://www.pavaso.com/


In Person eNotarization* (IPEN)  Notary Guide 
 
 

 
 
© 2024 Pavaso, Inc. - www.pavaso.com                 Page 29 

Once Adopt is selected, the signing begins. The left menu indicates which tasks have been completed (with a green check mark) and 
which have yet to be completed by Signers or other Participants (empty circle). Select the document or individual task to complete. 
Once all tasks are complete for a document, select Continue. 
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Notary Journal 
If eNotarization occurred during the session, the eNotary journal appears. Each Signer will have a separate entry to complete. Select 
Continue when finished. 
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End the session by selecting End Session. 

 
 
You can now either Close this Order or return to the Order Lobby. If there are outstanding tasks for the Closing Agent on the order, 
these will be completed in Closing Agent Access. You can also download the journal from this window. 
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Once an order is closed, you can review it and download documents. 
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Pavaso Support 
Website:  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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https://www.pavaso.com/training/support-center
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