Electronic Signature Guide: Lender

The service fee to electronically disclose and sign document(s) that PPDocs generates will be $3 per transaction
effective April 15" 2016. If you choose to upload your own documents that were not generated by PPDocs, the fee is
$10 per transaction. A credit card must be on file in order to utilize the eSign products effective June 1% 2016.

For Your Own Uploaded Package:

On the Account screen, find the eDisclosures menu and click Send New eSign Package
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Send New eSign Package I

Upload your custom PDF package by clicking the Upload Files (Max 20Mb). (Note: Uploading documents that are not
generated by PPDocs incurs a service fee of $10.)

Electronic Signature Request Service

You can send documents to the applicants for electronic signatures. The applicants will then be able to easily
sign the disclosures online using DocuSign®

This eSign process complies with all requirements of the E-Sign Act, including demonstration of access,

consent, receipt, and acceptance. All of which are logged with a date and time stamp for each event and
includes a certificate displaying all of the signing information. A signed package can then be downloaded. This
is approved by the major investors, including Chase and Wells Fargo.

Click on the "Upload" botton below to get started! On the next screen, you will be taken to a page on
Docusign® that will allow you to specify where signatures will need to be placed.

|Service Fee: $10.00 |

***Note: Accepts PDF files only***




A file dialog screen will pop up. You can only upload one file at a time for each transaction. Files must be in PDF format
and be 20Mb or less in size.

(& Choose File te Upload >
« - 4 > ThisPC » Downloads » Packages ~ @|  Search Packages o
Organize v New folder =~ [ @
Mame - Date modified Type Size
T JohnDoe 3/23/20169:46 AM  Adobe Acrobat D. 1,120 KB
File name: - ‘ Custom Files (*.pelf) -
Cancel

The next page will display a thumbnail preview of the documents being sent and a place to enter the package’s Loan
Number and the email Subject. The email subject will be what your recipient will see in their email to sign the
documents. We default a subject, but you are welcome to change it. You can also specify the number of days that the
package will expire in the Expires in field. We default this to be 3 days.

Preview:

Loan #: [1234567

Subject: |PeirsonPatterson has disclosures ready for your signature!
— o

Next, enter any signers for the documents. You must have at least one email address. DocuSign® will generate emails on
your behalf and send them to the applicant at the given email address(es). You can also specify an Access Code for extra
protection. It is a number pin to access the disclosures and is not mandatory. (Note: For security purposes the lender
must send the applicant a separate email containing the Access Code.)

Signers: Name Email Access
Code

1. |John Doe | |applicantname1 @gmail.com | |123 |




Finally, specify the sender of the documents. This will automatically pull from your account, but you are free to override.
Name, Email, and Phone number are required. Then, click the Continue button.

Sender:
Name: |Lender Name |
Email; |lendername1@gmail.com |
Phone Number: |(817) 555-5555 |
Extension: | |

You will be redirected to a DocuSign® page that will allow you to select and place Signature placeholder(s) on the
document. Click and drag a Signature placeholder where there is a signature line.
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Below is an example of where a Signature placeholder is placed on a document. When finished adding Signature
placeholders, click the Send button at the bottom of the screen.
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A pop-up window will ask if you would like to preview the applicant’s perspective of the sent document(s). If you do not
wish to preview, you can click the Send Anyway, to send the document(s) without viewing the applicant’s perspective

Preview Signer View X

Are you sure you don't want to preview what your signers will see before you send your
envelope?

You can doubile check your work by advancing through the preview and seeing the same experience
your signers will have when they receive the envelope
Preview Now Send Anyway

[[] Do not ask me this again

As the lender you will be carbon copied on the emails sent to the applicant.

Docuﬁfgn;

Your Lender sent you a copy.

REVIEW DOCUMENT




The applicant(s) will receive an email requesting to review and sign the document(s).

Docuﬁ;gm%

Your Lender sent you a document to review and sign.

REVIEW DOCUMENT

To view the status of your eSignatures on PPDocs, go to your Account page and click on the eSign Manager link under
eDisclosures (e-Sign).
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Send New eSign Package

Next you’ll be taken to the eSign Manager page. At the top of the table is the most recently created eSignature. To
access eSignature details, click the Loan #. There is also a quick reference to the status on the right.

Home > Account > «Sign Manager

ESICN MANAGER

Signers Submitted Status

3252016
1509 AM

John Doe [applicantname li@gmail.com]




The status page has a Preview of the document, the Loan Number, the Order Number (for invoicing), the Status (at this
point, it has been sent to the applicant), the Last Update to the eSign transaction, the Signers of the documents, and a
visual of where the user is in the process (sent, delivered, and signed). There is also a link to View Package (after it has
been signed), to Abort the transaction, and a link to View Certificate (also after it has been signed). This will give you the
most complete details of the transaction from DocuSign® including the signing log, IP addresses, and evidence of
completion.

Home > Account > eSign Manager > eSizn Status
r
Document Info
Loan Number: 1234567
Order Number: 201603230059
Status: Sent .

Last Update: 32372016 9:55:15 AM




Once the Review and Sign email is opened by the recipient, the Delivered status on the eSign Manager page will update
to show the time that the disclosures were Delivered.

Home > Account > e5ign Mapager

ESIGN MANAGER

Fter: ] view:| <] Y —

Loan & Signers Submitted
1234567 John Doe [applicantname 1 Sgmail.com] gf'g;.zg':”

Home > Account > eSign Manager > eSign Status

Document Info

Loan Number: 1234567
Order Number: 201603230059
Status: Defivered
Last Update: 3/23/2016 10:02:51 AM
Signers
John Doe V' Sent: Signed:
appiicantname] @grmail.com 3/23/2016 7:55:54 AM
123

© Abort (cannot undo)




When the applicant signs and sends you the document(s), your eSign Manager page will update to Completed and the
Status page will show the date that it was signed.

Heme > Account > eSign Manager

ESIGN MANAGER

Filker: | W] Wiew: | v Search: : HEW

Loan # Signers Submitted Status

1234567 John Doe [applicantnamel@gmail com] ?gg@fm

Document Info

Loan Number: 1234567
Order Number: 201603230059
Status: Completed
Last Update: 3/23/2016 10:19:28 AM
E:i:v:r:v—?__—_'
=i o=
Signers
John Doe Vv'Sent: v Delivered: V/Signed:
applicantname ] @gmad.com 3/23/2016 7:55:54 AM 3/23/2016 8:02:31 AM 3/23/2016 8:19:05 AM
123
(] View Package

(] View Certificate




Once completed, clicking on the View Package link allows you to view the signed package.

(] View Package

(] View Certificate

When you open the package in Adobe PDF, the top left-hand corner of the screen will show a blue bar indicating
signature validation.




Clicking on the View Certificate link shows a receipt of the transaction. DocuSign® will show the timestamps of when the
document(s) were sent, viewed and signed under Signer Events.

(] view Package

Certificate Of Completion

Envelope Id: A91209650F 2C469D925AF6409274D998
Subject: PeirsonPatterson has disclosures ready for your signature!

Source Envelope:

Document Pages: 60
Certificate Pages: 4

AutoNav: Enabled

Envelopeld Stamping: Enabled

Signatures: 10
Initials: 0

Status: Completed

Envelope Originator:

Your Lender

2310 W interstate 20, Suite 100
Arlington, TX 76017

Time Zone: (UTC-06:00) Central Time (US & Canada) Jerry@ppdocs.com
1P Address: (D
Record Tracking
Status: Original Holder: Your Lender Location: DocuSign
31232016 11:18:43 AM Jerry@ppdocs.com
Signer Events Signature Timestamp
John Doe Sent: 3/23/2016 11:19:47 AM

applicantname1@gmail.com

Security Level: Email, Account Authentication
(None), Access Code

Docusigred by
[Mm Do
1FE7SEEZOERDM24,

Viewed: 3/23/2016 11:24:03 AM
Signed: 3/23/2016 11:31:12 AM

Using IP Address: (N

Electronic Record and Signature Disclosure

Accepted: 3/23/2016 11:24:03 AM

D: 6338e68-0dd8-484a-8ac1-6h24fcc864d9
In Person Signer Events Signature Timestamp
Editor Delivery Events Status Timestamp
Agent Delivery Events Status Timestamp
Intermediary Delivery Events Status Timestamp
Certified Delivery Events Status Timestamp
Carbon Copy Events Status Timestamp

Pieron Patterson
LenderName1@gmail.com

Security Level: Email, Account Authentication

(None)

Electronic Record and Signature Disclosure
Mot Offered via DocuSign

COPIED

Sent: 3/23/2016 11:19:48 AM

Notary Events Timestamp
Envelope Summary Events Status Timestamps
Envelope Sent Hashed/Encrypted 32372016 11:19:48 AM
Certified Delivered Security Checked 232016 11:24:.04 AM
Signing Complete Security Checked 3232016 11:31:12 AM
Completed Security Checked 3232016 11:31:12 AM

Electronic Record and Signature Disclosure




You can cancel the signing process by clicking the Abort link in the bottom left hand corner. This link will only display if
the document is Sent or Delivered. Once the status is Signed, you will be unable to abort this process. Once aborted, you
cannot undo it.

Signers
John Doe v Sent: Delivered: Sigred:
applicantname § Pgmad.com 23016 1:41:30 PM
123

Q Abort {cannot undo)

DocuSign® will send the signer(s) an email with this message with an explanation on why the package has been voided.

Docus_jign;

Your Lender voided PeirsonPatterson has disclosures ready
for your signature!.

PeirsonPatterson has disclosures ready for your signature! has been
voided for the following reason:
Dided DY sender




The eSign Manager and Status page will update as Voided.
Home > Account > eSign Manager

ESIGN MANAGER

Filter: | v View: | M Search: |:| NEW

John Doe [applicantnamel@gmail.com] glig@gl’fM

Document Info

Loan Number: 1234567

Order Number: 201603230327
Status: Voided

Last Update: 3/23/2016 3:21:48 PM

If the document(s) has expired, DocuSign® will be send the Signer(s) a notification that it has expired.

Docuﬁigm;

Your Lender voided Peirson & Patterson has disclosures ready for your
signature!.

Peirson & Patterson has disclosures ready for your signature! has been voided for

the following reason:
Envelope has expired.




The Signer(s) can also Decline To Sign the document(s). After they have opened the document(s) an options menu called
Other Actions will appear in the top right corner.

FINISH LATER PRINT & SIGN
Save the document in its current state Print the document and sign in ink.
and finish the signing process at a later Then either scan and upload or fax
time. back the document.

DECLINE TO SIGN

Notify the sender that you refuse to sign
the document.

Help & Support Z About DocuSign Z

View History View Certificate (PDF) [

View Electronic Record and Signature
Disclosure

If the Signer(s) Decline To Sign, the document(s) will be Voided and DocuSign® will send you an email. If they choose
Finish Later, the document(s) will be saved for later and not voided.

Caution

If you continue, this document will be voided.

To request changes to this document, FINISH LATER and contact the sender.

CONTINUE FINISH LATER CANCEL




If they Continue to Decline To Sign, the next pop-up window will be presented with a place to enter a reason for
declining the document(s). It is not required.

Decline to Sign

Please provide a reason for declining:

500 characters remaining

DECLINE TO SIGN CANCEL

The recipient will get confirmation that their transaction has been declined. One borrower declining voids the entire
transaction.

YOUR ENVELOPE HAS BEEN DECLINED

You have successfully declined the envelope.




DocuSign® will send the Lender an email explaining the Signer(s) has declined to sign.

Doc:u,ﬁgn,E

John Doe declined to sign.

REVIEW DOCUMENT

John Doe declined package.pdf. As a result, the documents cannot be completed.




The eSign Manager and Status pages will update to Declined.

1234567 (Cloned) John Doe [applicantnamel@gmail.com]

3/24/2016 )
11:58:06 AM Declined

Home > Account

> eSign Manager > eSign Status

Document Info

Loan Number:

1234567
Order Number: 201603250106
Status: Declined
Last Update: 3/25/2016 11:19:33 AM
e - I =y
e — = —
Signers
John Doe v Sent: v'Delivered: Signed: XDeclined:
applicantnamel @gmail,com 3/25/2016 11:16:26 AM 3/25/2016 11:18:44 AM 3/25/2016 11:19:13 AM
123




If a recipient does not know their access code, or is unable to validate, the transaction will be locked out and your eSign
Manager and Status pages on PPDocs will automatically be updated as Failed. DocuSign® does not send an email for this

update.

Home > Account > eSign Manager

ESIGN MANAGER

Filter: | v View: | v Search: |:| NEW
Loan # Signers Submitted Status
. r 3/25/2016 .
1234567 John Doe [applicantnamel@gmail.com] 10:00:32 AM Failed

Home > Account > eSign Manager > eSign Status

Document Info

Loan Number: 1234567 PeirsoPutterson
Order Number: 201603250054
Status: Failed
Last Update: 3/25/2016 10:06:25 AM
Signers
John Doe V'Sent: Delivered: Signed: XFailed :
applicantnamel @gmail.com 3/25/2016 10:01:02 AM 3/25/2016 10:06:05 AM
123




