
© 2022 Notarize

Remote Online Notarization offers a secure and convenient solution to traditional in-person paper signing. 
Clients can appear before a commissioned notary public via audio and video technology and complete the 
process in a matter of minutes at any time of day.

Accessing Your Notarize Account
Begin by logging into your Notarize account through Launchpad.

↗  Select the Send + Manage tab from the navigation bar at the top of 
your dashboard.

↗  Click the blue Send New button in the column on the left and select 
either Notarization Request or eSignature Request, depending on 
the specific transaction.

Create a Transaction
Follow the prompts on the transaction creation page to build a transaction 
tailored to your clients and their signing needs.

↗  Transaction Name: Name the transaction.

↗  Signer Details: The signer’s full name and email address are required.

  •  Phone: If a phone number is provided, the signer will receive a 
text message with a link to complete the transaction. At this time, 
signers will be required to download the Notarize iOS or Android 
app to complete the transaction on their mobile device.

 •  Address: For First Republic Bank transactions, the signer’s address 
is required.

↗  Additional Signers: Select Yes if the document requires additional 
signers.

 •  If the signers are in the same location, they can notarize the 
document in the same session.

 •  If the signers are in different locations, they can either coordinate 
to join the same meeting virtually, or they can complete the signing 
in two different signing sessions.

How to Send & Manage 
Transactions with Notarize
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Upload the Document
Under the Document Upload section, drag and drop your document into 
the box, or click Upload a Document to open the document selector.

To upload additional documents, click the blue Add Documents button at 
the top of the Document Upload section.

Document Icons

  Notarization Required: This must be toggled ON for notarization requests. 
Without this, the transaction cannot be sent.

  Signer Can Fill In Document: This allows the signer to add information 
to the document ahead of the notary meeting. For First Republic Bank 
transactions, please do not select this annotation.

Prepare the Document
After uploading the document, you can tag it with annotations to help  
the signer and the notary complete the meeting in a timely and  
complete manner. 

↗   Select Fill out Document at the top of the Document Upload section.

↗   From the toolbox on the right, click once to select a flag, then click 
once more to place it on the document.

 •  Signer Fields are specific to the signers and the actions you 
are asking them to complete.

  •  Notary Fields are specific to the notary and the actions you 
are asking them to complete.

↗  Once finished, click the blue Save & Close button.

Send the Transaction
Once the document is ready, you’ll put the finishing touches on the email 
that your signer will receive.

↗ Complete the Custom Email section with your templated email copy.

↗  If the transaction requires specific guidance on the part of the notary, 
you can provide that information in the Notary Notes section.

	 •	 	Your	note	is	presented	to	the	notary	at	the	beginning	of	
the	signing	session.	Your	guidance	can	include	anything	
from transaction specifics (like the requirement of a witness 
or	second	form	of	ID)	to	details	about	the	signer	and	the	
transaction to help the notary provide a more personal 
experience. 

↗  When ready, click Send Transaction at the bottom of your screen to 
deliver the transaction to your signer(s).
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After the Notary Meeting
Once	you	send	the	transaction,	you’ll	be	able	to	monitor	the	status	of	the	transaction	through	the	Send	+	Manage	tab	in	your	
navigation	bar.	You’ll	receive	an	email	once	the	signer	completes	the	meeting.

To	review	specific	details	about	a	transaction,	double-click	the	transaction	from	the	Send	+	Manage	page.

Notary: Information about the notary who completed the specific 
transaction.

Video: A recording of the meeting between the notary and the 
signer. This video can be downloaded by clicking the three 
vertical dots in the bottom-right corner of the video player.

Summary: An overview of the transaction, including the 
transaction ID and the details you entered when building the 
transaction – including the chosen payment method.

Signer: The signer’s information and if they passed the identity 
verification process.

Document: The completed document, which can be 
downloaded by clicking the document name or selecting 
Download All. The Document section includes any other 
supplemental documents tied to the meeting, including:

• The Audit Trail: A detailed audit trail of the transaction.

• Notarize Verification Instructions: A unique Notarize ID 
and access PIN to authenticate your document, if needed.

• State-Specific Legal Information: An article that 
describes the legal requirements of online notarization.

Notes: Any Notary Notes you included when creating the 
transaction.

History: A timeline of events from when you sent the 
transaction to the signer through meeting completion.

Transaction Details



© 2022 Notarize

About Notarize℠
Notarize is the leader in online notarization, which is simpler, smarter and safer than notarizing documents on paper. 
From buying or selling a home to adopting a child, Notarize is bringing trust online 24/7 for life’s most important moments. 
For more information, please visit notarize.com. 

We Can Help!
Please reach out to the Notarize Support team if you need any help!

Live Support: Click the icon in the corner of your Notarize 
Business portal to chat live with Notarize Support or call 
us	at	(888)	483-4330.	Agents	are	available:

↗ Monday	–	Friday:	8	am	–	10	pm	EST

↗ Saturday	–	Sunday:	8	am	–	7	pm	EST

Email: support@notarize.com

https://www.notarize.com

