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Video Signing 
Overview 
Video Signing allows you to have an all-in-one solution for digital signing and video 
communication (Audio and Video) in one platform. This allows you to sign any document based 
on the legal requirements of your country.   

Video Signing supports from 1 up to 50 participants, and supports the latest versions of the 
following browsers: 

 

You can start setting up a document with Video Signing from the upload popup after uploading 
your document. 

 

The person who sets up the video signing meeting can host the session themselves or invite 
someone else to host the video signing meeting. The host can be invited to sign the document 
or host the video signing meeting without signing themselves. You can also invite guests who 
ĬŸŰќƣШŰĲĲĬШƣŸШƚŔŊŰЯШƣőċƣШƚƨƓƓŸƖƣШƣőĲШƚŔŊŰĲƖШŔŰШƣőĲШƻŔĬĲŸШůĲĲƣŔŰŊЮ 

Video Signing cannot be used with Video Confirmation, Face to Face Signing, or Review Before 
Signing. 

Video Signing can be used with ID Check for NZ accounts, and with the Effective Date function.  

Video Signing is an additional credit cost, on top of the documents and users in your plan.   

Our Video Signing technology uses WebRTC and browser screen sharing. A desktop computer 
is the best platform for screen sharing; however, mobile devices use sync technology to share 
actions taken on the mobile device with other invitees.  

Please note:  

¶ To host and manage a video signing meeting, the host must use a desktop or a laptop.   
¶ For screen sharing, use a desktop or a laptop. On a mobile device, screen sync is used, 

allowing other participants to see the mobile device userќƚШċĦƣŔŸŰƚЮ  
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Enable and Set Up Video Signing in Your Account 
To enable Video Signing in your account, you must have a paid Secured Signing account. If you 
őċƻĲŰќƣШĤŸƨŊőƣШċŰǃ Secured Signing credits yet, you will receive $5 in credits to try a video 
signing session at no cost to you.  

To enable Video Signing, login to your Secured Signing account, then go to My Account > My 
Settings > Video Signing, then ĦũŔĦťШƣőĲШћEŰċĤũĲШéŔĬĲŸШÉŔŊŰŔŰŊќШĦőĲĦťĤŸǂЮ 

 

Additional options for Video Signing include the following:  

¶ Video Recording Storage Location  т select your preferred region to store video signing 
session recordings for long-term archiving. You can select from the US, Australia, or the 
UK. 

¶ Enable Recording Archive Storage т enabling recording archive storage allows you to 
access your video signing meeting recordings indefinitely. If this option is disabled, 
video signing meeting recordings are removed after 7 days. Storage has a monthly cost 
of $5 that will be added to your plan (if you have a Notary Business Annual Plan, this is 
included). 

¶ Add Video Signing Page into Document т adds a page to documents with Video 
Signing that shows the Video ID. 

¶ Enable Recording Link in Signed Document т adds a link and code to access the video 
signing meeting recording after signing. 

¶ Exclude Document from Recording  т ƣőĲШƖĲĦŸƖĬŔŰŊШƽŔũũШŸŰũǃШƚőŸƽШƣőĲШŔŰƻŔƣĲĲƚќШƽĲĤШ
cameras, not the document(s) themselves. 

¶ Enable Realify - Deepfake Detector  т this feature checks if invitees are using Deepfake 
technology before and during the meeting. Each check costs $1. 

http://www.securedsigning.com/
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¶ Enable Whiteboarding  т enables Whiteboarding during a video signing meeting, 
allowing the host to draw/type on top of the document (any drawings done in 
Whiteboarding are not saved to the signed document/s), or to upload a document after 
signing is complete and draw/type on it. The host will receive a copy of this 
ìőŔƣĲĤŸċƖĬŔŰŊШĬŸĦƨůĲŰƣЯШċŰĬШĲŰċĤũŔŰŊШћfŰƻŔƣĲĲШÅĲĦĲŔƻĲƚШìőŔƣĲĤŸċƖĬШ?ŸĦƨůĲŰƣќШƽŔũũШ
send it to the invitees as well. 

¶ Invitee in the Meeting Room - Notify Notary / Host  т sends an email and/or SMS 
notification to the host of the video signing meeting if an invitee joins the meeting room 
and the host is not already there. 

¶ Receiving RON Cost Summary E-Mail  т select who receives a RON Cost Summary 
email after a video signing meeting. You can enable this for the Sender, the Host, and/or 
Admin Users in the account. 

¶ Buy Secured Signing Credits т buy Secured Signing credits that are used for Video 
Signing costs. 

¶ Auto Top Up т make sure you always have enough credits to use Video Signing by 
automatically adding the selected amount when your credits go below $10. 

 

Sending a Document or Package in Video Signing 
Enable Video Signing in We Sign 
In We Sign you can invite other people to sign documents online, and once Video Signing is 
enabled in your account, you can enable it for any We Sign process, including single documents 
and packages. 

fŰШƣőĲШŔŰƻŔƣċƣŔŸŰШƽŸƖťŉũŸƽЯШĦőĲĦťШћéŔĬĲŸШÉŔŊŰŔŰŊШоШÅ§ ќШċŰĬШƚĲũĲĦƣШċШĬċƣĲШċŰĬШƣŔůĲШƣŸШƚĦőĲĬƨũĲШ
the video signing meeting. An ICS file will be attached to the email invitation to add the meeting 
to Outlook or Google calendars. 
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The sender will automatically be selected as the video signing host, but you can also select 
another user to host the meeting. 

 

If multiple invitees need to sign the document, and they need to sign in a specific order, you can 
check ћSequentialќ in the ћÉŔŊŰŔŰŊШ§ƖĬĲƖШÑǃƓĲќ section and organise your invitees into the 
required order by dragging and dropping them ŔŰШƣőĲШћ9őĲĦťШfŰƻŔƣĲĲƚќШƚĲĦƣŔŸŰ.  
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Enable Video Signing when sending a Form Filler Template 
With Form Filler you can setup reusable templates with fields and signatures, and once Video 
Signing is enabled in your account, you can enable it when sending out a Form Filler template or 
a template package.  

Start by selecting the template(s) that you want to send out in the ћÑemplateƚќ tab ŔŰШћ~ǃШ
?ŸĦƨůĲŰƣƚќЯ then click ћÉendќ to show the invitation workflow.  

 

fŰШƣőĲШŔŰƻŔƣċƣŔŸŰШƽŸƖťŉũŸƽЯШĦőĲĦťШћéŔĬĲŸШÉŔŊŰŔŰŊШоШÅ§ ќШċŰĬШƚĲũĲĦƣШċШĬċƣĲШċŰĬШƣŔůĲШƣŸШƚĦőĲĬƨũĲШ
the video signing meeting. An ICS file will be attached to the email invitation to add the meeting 
to Outlook or Google calendars. 
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Add Additional Video Signing Guests 
You can add guests to a video signing meeting ƣőċƣШĬŸŰќƣШŰĲĲĬ to sign. The sender can add as 
many guests as required when sending the document(s) out for signing.  

Each guest will be able to take part in the video signing meeting, watch and talk during the 
meeting, but ƽŸŰќƣШĤĲШċƚťĲĬШƣŸ sign. 

You can add guests when sending out a document or a package in We Sign or using Form Filler 
templates if ћéŔĬĲŸШÉŔŊŰŔŰŊШоШÅ§ ќШŔƚШĲŰċĤũĲĬШŔŰШƣőĲШŔŰƻŔƣċƣŔŸŰШƽŸƖťŉũŸƽЮ 

 

Each guest counts as an additional participant, which adds to the video signing cost. You can 
ƚĲĲШƓƖŔĦŔŰŊШŔŰШƣőĲШћéŔĬĲŸШÉŔŊŰŔŰŊШÂƖŔĦŔŰŊШ?ĲƣċŔũƚќШƚĲĦƣŔŸŰШin My Account > My Settings > Video 
Signing. 
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Add Witnesses in Video Signing   
Video Signing supports witnesses for invitees. The sender can add any number of witnesses for 
any invitees, and those witnesses can be either sender-nominated or invitee-nominated.  

fŉШћÉċůĲШůĲĲƣŔŰŊШŉŸƖШÉŔŊŰĲƖƚШѼШìŔƣŰĲƚƚĲƚќШŔƚШenabled  in the invitation workflow:  

¶ Either the sender will nominate the witnesses for the invitees, or the invitees will be 
asked to nominate their own witnesses upon joining the video signing meeting.  

¶ The host, the invitees, and the witnesses will join the video signing meeting, where they 
can all sign the document(s). 

 

fŉШћÉċůĲШůĲĲƣŔŰŊШŉŸƖШÉŔŊŰĲƖƚШѼШìŔƣŰĲƚƚĲƚќШŔƚШdisabled  in the invitation workflow, and Invitee as 
Host  is selected:  

¶ The invitee will host the video signing meeting.  
¶ The invitee will first be asked to schedule a meeting and nominate a witness.  
¶ The invitee and the witness will receive their invitation emails, and they can join the 

video signing meeting and sign the document(s). 
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fŉШћÉċůĲШůĲĲƣŔŰŊШŉŸƖШÉŔŊŰĲƖƚШѼШìŔƣŰĲƚƚĲƚќШŔƚШdisabled  in the invitation workflow, and 
Nominated Hos t is selected:  

¶ The sender can nominate anyone to be the host.  
¶ The invitee will first be asked to schedule a meeting and nominate a witness.  
¶ Then host, the invitee, and the witness can join the video signing meeting, and the 

invitee and the witness can sign the document(s). 
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Check and Update In Progress Video Signing Documents 
You can check the signing status of video signing documents ċƣШċŰǃШƣŔůĲШŉƖŸůШƣőĲШћfŰШÂƖŸŊƖĲƚƚќШ
ƣċĤШŔŰШƣőĲШћ~ǃШ?ŸĦƨůĲŰƣƚќШƓċŊĲЮШ9ũŔĦťШŸŰШƣőĲШћŔќШŔĦŸŰШƣŸШĦőĲĦťШƣőĲШƚŔŊŰŔŰŊШƓƖŸŊƖĲƚƚШŸƖШůċťĲШ
changes.  

 

Here you will see which invitees have signed the document(s), and you can reschedule the 
ƻŔĬĲŸШƚŔŊŰŔŰŊШůĲĲƣŔŰŊШċŰĬоŸƖШĬŔƚċĤũĲШћéŔĬĲŸШÉŔŊŰŔŰŊќШŉŸƖШŔŰĬŔƻŔĬƨċũШŔŰƻŔƣĲĲƚЮШ~ċťĲШƚƨƖĲШƣŸШĦũŔĦťШ
ћÖƓĬċƣĲќШċŉƣĲƖШǃŸƨШőċƻĲШŉŔŰŔƚőĲĬШůċťŔŰŊШċŰǃШƖĲƕƨŔƖĲĬШĦőċŰŊĲƚЮ  

 

You can also reschedule the video signing meeting from the invitation email by clicking 
ћÅĲƚĦőĲĬƨũĲќЮ 
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Video Signing Meeting Process 
Starting the Meeting 
The video signing meeting is started by the host, and all participants must wait until the host 
starts the meeting before they can join. 

The host starts the meeting by first opening the link in their invitation email to host the video 
signing meeting. 

  

Then the host can select their webcam, speaker, and microphone, before ĦũŔĦťŔŰŊШћ]ŸШƣŸШ
~ĲĲƣŔŰŊШÅŸŸůќ. 
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The host can see which invitees are waiting in the meeting room and can start the meeting by 
ĦũŔĦťŔŰŊШћÉƣċƖƣШ~ĲĲƣŔŰŊќЮ 

 

The host will be required to share their screen for the video signing meeting recording. 
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In the Meeting 
In the bottom left corner of the page, the host has the following buttons to control the video 
signing meeting: 

1. Leave Meeting т clicking will leave the meeting. Please note that if the host leaves, the 
meeting will end after 5 minutes. 

2. Start to Manage Signers т allows you to enable signing for the next invitee. 
3. Mute т mutes/unmutes your microphone. 
4. End Video Signing т allows you to end the video signing meeting and optionally 

reschedule it. 
5. Pause Recording т pauses the video signing recording. 
6. Snapshot т allows you to take a snapshot of ċŰШŔŰƻŔƣĲĲќƚ webcam. 
7. ID Visual Check т Check the ŔŰƻŔƣĲĲƚќ ID verification results (this button only displays if 

at least 1 invitee is using ID verification). 

 

The ћÉƣċƖƣШƣŸ Manage Signerƚќ button displays a pop-up where the host can manage who is 
currently sharing their screen and signing the document(s). The host can enable signing for the 
ŰĲǂƣШŔŰƻŔƣĲĲШĤǃШĦũŔĦťŔŰŊШћEŰċĤũĲШÉŔŊŰоÉĦƖĲĲŰШÉőċƖĲќЮШ 

ŉƣĲƖШƣőĲШőŸƚƣШĦũŔĦťƚШћEŰċĤũĲШÉŔŊŰоÉĦƖĲĲŰШÉőċƖĲќЯШƣőĲШŔŰƻŔƣĲĲШƽŔũũШĤĲШƓƖŸůƓƣĲĬШƣŸШƚőċƖĲШƣőĲŔƖШ
screen, then sign the document. 
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As the host, you can add fields and additional signatures during a video signing meeting from 
the control bar near the top of the page.  

Other controls include checking deepfake detection status if applicable and opening the 
Whiteboard if that setting is enabled in your video signing settings. 

 

§ŰШƣőĲШũĲŉƣШƚŔĬĲШŸŉШƣőĲШĬŸĦƨůĲŰƣЯШƣőĲШőŸƚƣШĦċŰШƚĲĲШċШƣċŊШũċĤĲũũĲĬШћÉǃŰĦШũũШcĲƖĲќЮШ9ũŔĦťŔŰŊШƣőŔƚШ
button will make all invitees currently in the meeting scroll to that place in the document. 

 

The host can end the video signing meeting at any time ĤǃШĦũŔĦťŔŰŊШƣőĲШћEŰĬШéŔĬĲŸШÉŔŊŰŔŰŊќШ
button. If all invitees have signed, the host can confirm they would like to end the meeting, then 
the meeting will end and all invitees will receive their completion email.  

If there are still invitees ƣőċƣШőċƻĲŰќƣШƚŔŊŰĲĬЯШƣőĲШőŸƚƣШĦċŰШĦőŸŸƚĲШƣŸШĲŰĬШthe meeting by clicking 
ћEŰĬШ~ĲĲƣŔŰŊќ, and the invitees can sign the document outside of the video signing meeting.   
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The host can also choose to schedule a new meeting at a different date and time by clicking the 
ћÉĦőĲĬƨũĲШċШ ĲƽШ~ĲĲƣŔŰŊќШĤƨƣƣŸŰЮ  

Then, iŰШƣőĲШћÅĲƚĦőĲĬƨũĲШéŔĬĲŸШÉŔŊŰŔŰŊќШƓŸƓ-up, select the date and time for the new meeting, 
select which remaining invitees you would like to be invited to the new meeting, then click 
ћÅĲƚĦőĲĬƨũĲќЮ 

New invitation emails will be sent out to participants for the new video signing meeting. 
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Notary 
Overview 
ÖƚŔŰŊШÉĲĦƨƖĲĬШÉŔŊŰŔŰŊќƚШ ŸƣċƖǃШƚŸŉƣƽċƖĲЯ a Notary Public can notarize documents 
electronically.   

One of the methods employed by Notaries is the use of a digital signature and digital notary seal 
to notarize documents and validate them with a digital certificate. Electronic notarization is a 
process whereby a notary affixes a digital signature and notary seal using a secure public key to 
an electronic document (such as a PDF or Word document). Once affixed to the digital 
document, the document is rendered tamper evident such that unauthorized attempts to alter 
the document will be evident to relying parties. The Notary will use a cryptographic X509 
certificate and public key infrastructure to create, manage, distribute, use, store, and revoke 
the digital certificate. The Notary also must keep an electronic register of each act performed. 

Remote Online Notarization (RON) in Secured Signing allows Notary with Video Signing. In many 
countries and states that permit electronic notarization, ћsatisfactory evidence of identityќ may 
be based on video and audio conference technology, in accordance with the standards for 
electronic video and audio communications set out in the law that permits the notary to 
communicate with, and identify the principal at the time of the notarial act, provided that such 
identification is confirmed by (a) personal knowledge, (b) an antecedent in-person identity 
proofing process or (c) a valid digital signature. 

By enabling Notary in Secured Signing you agree to the Notary Terms Of Use: 
https://www.securedsigning.com/notary -terms/ 
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Notary Account Setup 
Enable and Setup Notary 
Using Notary requires a paid account with the Notary Business Annual Plan. To enable and 
setup Notary in your account: 

1. Go to My Account > My Settings > Notary 
2. Tick ћEŰċĤũĲШ ŸƣċƖǃќЮ 
3. Tick ћEŰċĤũĲШÅ§ ќШċŰĬоŸƖШћEŰċĤũĲШfÂE ќЮ 
4. Upload your Notary Seal. 
5. Optionally, tick ћ§ŰũŔŰĲШ ŸƣċƖǃШ ĦƣќЮШÑőĲШƣĲǂƣШĲŰƣĲƖĲĬШőĲƖĲШƽŔũũШċƓƓĲċƖШƨŰĬĲƖШǃŸƨƖШ ŸƣċƖǃШ

Seal when you stamp a document. 
6. Enter your commission ID. 
7. Enter your commission expiry date. 
8. Select your state. 
9. Select your county. 
10. Capture your Notary Signature. 

Please note that other users in your account will have to enable and setup Notary individually to 
use it. 

 

Performing Remote Online Notarization (RON) sessions requires Secured Signing credits, which 
you can buy in the Notary settings page. We recommend ticking Auto Topup, which will 
automatically buy credits when you are running low. 
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Setup Video Signing for Remote Online Notarization (RON) 
You can choose to enable the following video signing options for RON: 

¶ Video Recording Storage Location т select your preferred region to store video signing 
session recordings for long-term archiving. You can select from the US, Australia, or the 
UK. 

¶ Enable Recording Archive Storage т enabling recording archive storage allows you to 
access your video signing meeting recordings indefinitely. If this option is disabled, 
video signing meeting recordings are removed after 7 days. Storage has a monthly cost 
of $5 that will be added to your plan (if you have a Notary Business Annual Plan, this is 
included). 

¶ Add Video Signing Page into Document т adds a page to documents with Video 
Signing that shows the Video ID. 

¶ Enable Recording Link in Signed Document т adds a link and code to access the video 
signing meeting recording after signing. 

¶ Exclude Document from Recording  т ƣőĲШƖĲĦŸƖĬŔŰŊШƽŔũũШŸŰũǃШƚőŸƽШƣőĲШŔŰƻŔƣĲĲƚќШƽĲĤШ
cameras, not the document(s) themselves. 

¶ Enable Realify - Deepfake Detector  т this feature checks if invitees are using Deepfake 
technology before and during the meeting. Each check costs $1. 

¶ Enable Whiteboarding  т enables Whiteboarding during a video signing meeting, 
allowing the host to draw/type on top of the document (any drawings done in 
Whiteboarding are not saved to the signed document/s), or to upload a document after 
signing is complete and draw/type on it. The host will receive a copy of this 
ìőŔƣĲĤŸċƖĬŔŰŊШĬŸĦƨůĲŰƣЯШċŰĬШĲŰċĤũŔŰŊШћfŰƻŔƣĲĲШÅĲĦĲŔƻĲƚШìőŔƣĲĤŸċƖĬШ?ŸĦƨůĲŰƣќШƽŔũũШ
send it to the invitees as well. 

¶ Invitee in the Meeting Room - Notify Notary / Host  т sends an email and/or SMS 
notification to the host of the video signing meeting if an invitee joins the meeting room 
and the host is not already there. 
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More Settings 
The following additional settings are available for Remote Online Notarization. 

¶ Stamped document sent to invitee by т if ћÉĲĦƨƖĲĬШÉŔŊŰŔŰŊќШŔƚШƚĲũĲĦƣĲĬЯ the system will 
automatically  send the signed document to clients on completion. fŉШƣőĲШћ ŸƣċƖǃШÂƨĤũŔĦќШ
option is chosen, the notary has full control of when the client will receive the signed 
document, and it can be held until payment by the client is completed.  

¶ Invitee/s receive Completion Certificate  т the invitee will receive a copy of the signing 
completion certificate  

¶ Invitee Authentication Type  т many US states require RON meetings to include 
Knowledge Based Authentication (KBA) and ID Verification for invitees before they can 
join. Tick KBA and ID Verification to include these in your process by default. SMS adds 
extra security by requiring an SMS code that will be sent to the clientsќ mobile phones 
before they join the meeting. 

¶ ID Verification Settin gs т additional settings for ID Verification: 
o Number of Attempts  т select how many times the invitee can attempt and fail 

ID Verification before they are locked out of the meeting. We recommend 
allowing 2 attempts for each invitee, but please note that each attempt will use 
credits. 

o Data Matching т add extra security by requiring that specific details on the 
invitees ID matches data that you enter before sending the document, such as 
names, date of birth, and ID number and expiry date. 

o If not Facial Match  т ID verification also checks that the invitees face matches 
ƣőĲШƓŔĦƣƨƖĲШŸŰШƣőĲШf?ЮШÉĲũĲĦƣŔŰŊШћ9ŸŰƣŔŰƨĲќШőĲƖĲШƽŔũũШċũũŸƽШƣőĲШŔŰƻŔƣĲĲШƣŸШŢŸŔŰШƣőĲШ
ůĲĲƣŔŰŊШŔŉШƣőĲŔƖШŉċĦĲШĬŸĲƚŰќƣШůċƣĦőШĤƨƣШƚĲũĲĦƣŔŰŊШћÉƣŸƓќШƽŔũũШĦċƨƚĲШƣőĲůШƣŸШŉċŔũШf?Ш
Verification instead.  

o Add a link to ID Verification in signed document  т this link will be added to the 
signed document and will lead to a page with the name of the invitee as it was 
on the ID, the type of ID used, the date of the ID Verification, and whether the 
invitee passed or failed. 

¶ Default RON workflow т őĲƖĲШǃŸƨШĦċŰШƣŔĦťШћ~fÉ~§Ш9ŸůƓũŔċŰĦĲќШƣŸШőċƻĲШŔƣШĤĲШĲŰċĤũĲĬШ
by default for RON signing processes. MISMO requires that signers complete KBA and 
ID Verification immediately prior to joining the RON meeting and will make them restart 
if they close the browser session and open again. 

¶ Receiving RON Cost Summary E-Mail  т ƚĲũĲĦƣШƽőŔĦőШƨƚĲƖƚШƖĲĦĲŔƻĲШƣőĲШћÅ§ Ш9ŸƚƣШ
ÉƨůůċƖǃќШĲůċŔũ after a RON video signing meeting is completed. 

Make sure to click the Save More Settings button after making any changes. 
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Tamper-Proof Notary X509 Federal Bridge Digital Certificate 
Secured Signing will allow you to use our X509 certificate if this is allowed in your state. If your 
state requires you to use an individually issued digital certification from an approved provider, 
you can purchase one from IdenTrust here: https://www.identrust.com/certificates/enotary-
programs. Go to Buy Now > Select Secured Signing > Next > IGC Notaries Basic Assurance, 
individual Identity, software storage > Next > Select number of years > Next > Buy Now >  
follow promotes to complete.  

Once you have a digital certificate, click ћSetup Certificateќ in Notary settings to start setting it 
up for your Secured Signing account. Please note that the name and email address on the 
certificate MUST match the name and email address you used to create your Secured Signing 
account. If these details do not match, please contact Secured Signing at  
helpdesk@securedsigning.com  

To upload a certificate for use in Secured Signing: 

1. Select your certificate provider (typically IdenTrust) 
2. ÉĲũĲĦƣШћUpload CertificateќШċŰĬШĦũŔĦťШћ ĲǂƣќЮ 

 
3. ClicťШћUpload 9ĲƖƣŔŉŔĦċƣĲШ7ċĦťƨƓШ[ŔũĲќЯШƣőĲŰШbrowse to the location where you stored 

your signing certificate backup file and select it. Make sure that you select the signing 
certificate backup file and not the encryption certificate backup file. 

4. Enter ǃŸƨƖШĦĲƖƣŔŉŔĦċƣĲШƓċƚƚƽŸƖĬШċŰĬШĦũŔĦťШћéĲƖŔŉǃќЮ 

 
5. [ŔŰċũũǃЯШĦũŔĦťШћÉċƻĲќЮ 
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In very few cases where you have a USB token/hardware to store your certificate, or you want to 
keep the certificate on your premises/Windows desktop, you can install the Remote Certificate 
Sign app to use the certificate. If that is your situation, please follow the below steps: 

1. Select your certificate provider (typically IdenTrust) 
2. ÉĲũĲĦƣШћÅĲůŸƣĲШ9ĲƖƣŔŉŔĦċƣĲШÉŔŊŰШ ƓƓќШċŰĬШĦũŔĦťШћ ĲǂƣќЮ 

 
3. 9ũŔĦťШћéĲƖŔŉǃќЮ 
4. fŉШƣőĲШĦĲƖƣŔŉŔĦċƣĲШŔƚШƻĲƖŔŉŔĲĬШƚƨĦĦĲƚƚŉƨũũǃЯШǃŸƨШĦċŰШĦũŔĦťШћÉċƻĲќШƣŸШĦŸŰƣŔŰƨĲЮ 

 
5. 9ũŔĦťШƣőĲШћ?ŸƽŰũŸċĬќШĤƨƣƣŸŰШƣŸШĬŸƽŰũŸċĬШƣőĲ Remote Certificate Sign app then click 
ћ?ŸŰĲќЮШ[ŔŰċũũǃЯ follow the install wizard to finish installing the app. 

 

Now every time a Notary notarizes or signs a document, we will use this certificate to create an 
X509 Digital Signature tamper seal.  
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Remote Online Notarization (RON) Process 
Preparing for a Remote Online Notarization 
RON Wizard 
To get started prepping your document(s) for notarization using the RON Wizard, gŸШƣŸШћ~ǃШ
?ŸĦƨůĲŰƣƚќШċŰĬШĦlick ƣőĲШћ ŸƣċƖǃШыÅ§ ьќШĤƨƣƣŸŰ. 

 

In the Select Your Document  page: 

1. You can send a single document or create a package of multiple documents.  
2. Upload a document from your PC or a cloud storage provider, select a document from 

your Secured Signing inbox, or select a Form Filler template. 
3. Check your document list. 
4. Optionally, select a signature template. 
5. Choose if you would like to require MISMO compliance for this notarization. 
6. [ŔŰċũũǃЯШĦũŔĦťШћ Ĳǂƣќ to continue to the next page. 
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In the Schedule RON Meeting page: 

1. Choose to assign this notarization directly to a Notary or to a Notary Queue. 
2. Choose the date and time for the RON meeting. You can reschedule this later if needed. 
3. ÉĲũĲĦƣШǃŸƨƖШћfĬĲŰƣŔƣǃШÂƖŸŸŉŔŰŊШċŰĬШ9ƖĲĬĲŰƣŔċũШ ŰċũǃƚŔƚќШůĲƣőŸĬыƚьЮШThe default options 

from your Notary settings will be selected automatically. 
a. KBA т the invitee is asked a series of questions based around themselves to 

confirm their identity. 
b. ID Verification т the invitee is required to scan and verify their ID or passport. 
c. SMS т the invitee is sent an SMS message containing a code used to enter the 

meeting. 
d. Personal Knowledge т tick when the Notary knows the invitee and can confirm 

their identityЮШ9ċŰќƣШĤĲШƨƚĲĬШƽŔƣőШu7 ШŸƖШf?ШéĲƖŔŉŔĦċƣŔŸŰЮ 
e. Credible Witness т ċĬĬШċШĦƖĲĬŔĤũĲШƽŔƣŰĲƚƚШƽőŸШĦċŰШĦŸŰŉŔƖůШƣőĲШŔŰƻŔƣĲĲќƚШŔĬĲŰƣŔƣǃЮШ

The credible witness will be required to complete KBA and ID Verification. 
4. If you are a Notary in Florida you need to select whether you are supervising the 

witnessing of electronic records for certain types of documents. ÉĲũĲĦƣŔŰŊШћòĲƚќШőĲƖĲШ
means the invitee will be required to answer a set of questions after KBA is completed 
and based on their answers they will or will not be allowed to enter the meeting. 

5. [ŔŰċũũǃЯШĦũŔĦťШћ ĲǂƣќШƣŸШĦŸŰƣŔŰƨĲШƣŸШƣőĲШŰĲǂƣШƓċŊĲЮ 
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In the Add Clients / Notary  page:    

1. Add invitees, enter their email addresses and full names, and select a different 
authentication type if needed. 

a. fŉШŔƣШŔƚШĲŰċĤũĲĬШŔŰШǃŸƨƖШċĦĦŸƨŰƣШƚĲƣƣŔŰŊƚЯШǃŸƨШĦċŰШĲŰċĤũĲШћÅĲċũŔŉǃШт Deepfake 
?ĲƣĲĦƣŸƖќШŉŸƖШŔŰƻŔƣĲĲƚШőĲƖĲЮ 

b. fŉШŔƣШŔƚШĲŰċĤũĲĬШŔŰШǃŸƨƖШċĦĦŸƨŰƣШƚĲƣƣŔŰŊƚЯШǃŸƨШĦċŰШĲŰċĤũĲШћÉ~ÉШ ŸƣŔŉŔĦċƣŔŸŰќШŉŸƖШ
invitees here. 

2. Select the notary that will notarize this RON session. By default the sender will be 
selected. 

3. ÉĲũĲĦƣШƣőĲШƻĲŰƨĲШƽőĲƖĲШƣőĲШŰŸƣċƖŔǍċƣŔŸŰШƽŔũũШƣċťĲШƓũċĦĲЮШ7ǃШĬĲŉċƨũƣЯШƣőĲШƚĲũĲĦƣĲĬШŰŸƣċƖǃќƚШ
state and county will be selected. 

4. 9ũŔĦťШћ ĲǂƣќШƣŸШĦŸŰƣŔŰƨĲШƣŸШƣőĲШŰĲǂƣШƓċŊĲЮ 

 

In the Electronic Notary Journal  page: 

1. Optionally, disable the Electronic Notary Journal. 
2. Edit the document title, select the type(s) of notarization, and enter the notary fee for 

each of the documents listed. 
3. Enter the required ĬĲƣċŔũƚШŉŸƖШĲċĦőШŔŰƻŔƣĲĲШƨŰĬĲƖШћÂƖŔŰĦŔƓċũШ?ĲƣċŔũƚќЮ 
4. 9ũŔĦťШƣőĲШћÉƣċƖƣШÑċŊŊŔŰŊќШĤƨƣƣŸŰШƣŸШƚƣċƖƣШƣċŊŊŔŰŊШƣőĲШĬŸĦƨůĲŰƣЮ 
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Tagging and Sending the Document   
Before sending out the invitation for a RON meeting the document needs to be prepared by 
adding form fields, signatures for the invitee(s) and the notary, and notary stamps. 

 

You can change settings for invitee signatures if needed, such as changing from a full signature 
to initials, and enabling extra features that will show additional details on the signed signatures 
such as job title and reason for signing. 
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You can also change settings for form fields by selecting them, then changing the settings in the 
ћÉĲƣƣŔŰŊƚќШƚĲĦƣŔŸŰШŸŰШƣőĲШũĲŉƣШƚŔĬĲШŸŉШƣőĲШƓċŊĲЯШŸƖШŔŰШƣőĲШbox that display next to the field if it is 
enabled in your account. 

 

Once all signatures, stamps, and form fields have been added to the documentЮШ9ũŔĦťШћ ĲǂƣќШƣŸШ
continue to the invitation workflow.  
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In the invitation workflow pop-up, you can change the scheduled meeting date and time if 
needed, change the due date, change invitee details and authentication, change the 
invitation/completion email templates,  and enable extra features.  

 

You can also make changes to the electronic notary journal if needed. 

 

Finally, click Send to send the document(s) out for signing and notarization. The invitees, the 
notary, and the host (if different from the notary) will receive invitation emails. 
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Notary in We Sign   
òŸƨШĦċŰШċũƚŸШƚƣċƖƣШċШŰŸƣċƖǃШƓƖŸĦĲƚƚШŉƖŸůШƣőĲШìĲШÉŔŊŰШĬĲƚŔŊŰĲƖШŔŉШǃŸƨШĬŸŰќƣШƽċŰƣШƣŸШƨƚĲШƣőĲШÅ§ Ш
wizard. 

First go to My Documents > Inbox and either click We Sign and upload the document(s) you 
need to sign and notarize, or if you have already uploaded the document, find it in the inbox and 
click this icon to open it in the We Sign designer:  

 

Then, in the We Sign designer, add form fields and invitees, and place your notary stamp and 
signature as needed.  

 

If your account has multiple notary users, you will be able to select a which user will be the 
ŰŸƣċƖǃШŉŸƖШƣőŔƚШƓƖŸĦĲƚƚШŔŰШƣőĲШћ ĬĬШ ŸƣċƖǃШÉŔŊŰċƣƨƖĲќШĬƖŸƓĬŸƽŰЮШ 
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Click the Next button to continue to the invitation workflow, then enable Video Signing / RON 
and schedule a date and time for the meeting.  

 

Go to the Electronic Notary Journal tab to select a state and county for the venue, choose if 
ǃŸƨќĬШũŔťĲШƣőĲШĲũĲĦƣƖŸŰŔĦШŰŸƣċƖǃШŢŸƨƖŰċũШƣŸШĤĲШĲŰċĤũĲĬШŉŸƖШƣőŔƚШÅ§ ШƓƖŸĦĲƚƚЯШċŰĬШĲŰƣĲƖШƣőĲШ
required details if you do leave it enabled. 

 

Change any other settings and enable/disable features in the invitation workflow as needed and 
finally click Send to send invitations to the RON meeting. 
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Notary with a Form Filler Template    
When designing a Form Filler template you can add a notary stamp and a notary signature to the 
template. 

 

You can either leave your notary stamp and signature empty, so you can select a notary user 
when sending the template, or you can select a default notary for this template in the ћAdd 
Notary Signatureќ dropdown. 

 

You can enable RON for templates that you have added a notary stamp and signature to by 
going to My Documents > Templates , selecting the template(s), then clicking Send to open the 
invitation workflow.  
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In the invitation workflow, enable Video Signing / RON and schedule a date and time for the 
meeting.  

 

Go to the Electronic Notary Journal tab to select a state and county for the venue, choose if 
ǃŸƨќĬШũŔťĲШƣőĲШĲũĲĦƣƖŸŰŔĦШŰŸƣċƖǃШŢŸƨƖŰċũШƣŸШĤĲШĲŰċĤũĲĬШŉŸƖШƣőŔƚШÅ§ ШƓƖŸĦĲƚƚЯШċŰĬШĲŰƣĲƖШƣőĲШ
required details if you do leave it enabled. 

 

Change any other settings and enable/disable features in the invitation workflow as needed and 
finally click Send to send invitations to the RON meeting. 
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Notary in I Sign   
To notarize a document that only the notary must sign, you can use I Sign. The notary can 
stamp and sign the document without sending out an invitation for signing.  

First go to My Documents > Inbox and either click I Sign and upload the document you need to 
notarize, or if you have already uploaded the document, find it in the inbox and click this icon to 
open it in the I Sign designer:  

  

Then, in the I Sign designer, simply place your notary stamp and signature as needed, and 
finally click Sign to sign and stamp the document. 
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Check and Update In Progress RON Documents 
You can check the signing status of RON documents ċƣШċŰǃШƣŔůĲШŉƖŸůШƣőĲШћfŰШÂƖŸŊƖĲƚƚќШƣċĤШŔŰШƣőĲШ
ћ~ǃШ?ŸĦƨůĲŰƣƚќШƓċŊĲЮШYou can cũŔĦťШŸŰШƣőĲШћŔќШŔĦŸŰШƣŸШĦőĲĦťШƣőĲШƚŔŊŰŔŰŊШƓƖŸŊƖĲƚƚШŸƖШůċťĲШ
changes, and yŸƨШĦċŰШċũƚŸШĦũŔĦťШƣőĲШћéŔĲƽШŰŸƣċƖǃШŢŸƨƖŰċũќШĤƨƣƣŸŰШƣŸШĦőĲĦťШƣőĲШĲũĲĦƣƖŸŰŔĦШŰŸƣċƖǃШ
journal and even add comments. 

 

9ũŔĦťŔŰŊШƣőĲШћŔќШŔĦŸŰШƽŔũũШĬŔƚƓũċǃШċШƓŸƓ-up in which you will see which invitees have signed the 
document(s), and you can reschedule the RON meeting and change invitee details. You can 
also send reminder emails. ~ċťĲШƚƨƖĲШƣŸШĦũŔĦťШћÖƓĬċƣĲќШċŉƣĲƖШǃŸƨШőċƻĲШŉŔŰŔƚőĲĬШůċťŔŰŊШċŰǃШ
required changes.  

 

The host can also reschedule the RON meeting from the invitation email by clicking 
ћÅĲƚĦőĲĬƨũĲќЮ 
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RON Meeting Process 
Starting the RON Meeting 
The RON meeting is started by the notary/host (the notary is not always the host), and all 
participants must wait until the host starts the meeting before they can join. 

The host starts the meeting by first opening the link in their invitation email to host the video 
signing meeting. 

  

ÑőĲŰШƣőĲШőŸƚƣШĦċŰШƚĲũĲĦƣШƣőĲŔƖШƽĲĤĦċůЯШƚƓĲċťĲƖЯШċŰĬШůŔĦƖŸƓőŸŰĲЯШĤĲŉŸƖĲШĦũŔĦťŔŰŊШћ]ŸШƣŸШ
~ĲĲƣŔŰŊШÅŸŸůќЮ 
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The host can see which invitees are waiting in the meeting room and can start the meeting by 
ĦũŔĦťŔŰŊШћÉƣċƖƣШ~ĲĲƣŔŰŊќЮ 

 

The host will be required to share their screen for the RON meeting recording. 
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In the RON Meeting 
In the bottom left corner of the page, the host has the following buttons to control the RON 
meeting: 

1. Leave Meeting т clicking will leave the meeting. Please note that if the host leaves, the 
meeting will end after 5 minutes. 

2. Start to Manage Signers т allows you to enable signing for the next invitee. 
3. Mute т mutes/unmutes your microphone. 
4. End Video Signing т allows you to end the video signing meeting and optionally 

reschedule it. 
5. Pause Recording т pauses the video signing recording. 
6. Snapshot т ċũũŸƽƚШǃŸƨШƣŸШƣċťĲШċШƚŰċƓƚőŸƣШŸŉШċŰШŔŰƻŔƣĲĲќƚШƽĲĤĦċůЮ 
7. ID Visual Check т 9őĲĦťШƣőĲШŔŰƻŔƣĲĲƚќШf?ШƻĲƖŔŉŔĦċƣŔŸŰШƖĲƚƨũƣƚШыƣőŔƚШĤƨƣƣŸŰШŸŰũǃШĬŔƚƓũċǃƚШŔŉШ

at least 1 invitee is using ID verification). 

 

ÑőĲШћÉƣċƖƣШƣŸШ~ċŰċŊĲШÉŔŊŰĲƖƚќШĤƨƣƣŸŰШĬŔƚƓũċǃƚШċШƓŸƓ-up where the host can manage who is 
currently sharing their screen and signing the document(s). The host can enable signing for the 
ŰĲǂƣШŔŰƻŔƣĲĲШĤǃШĦũŔĦťŔŰŊШћEŰċĤũĲШÉŔŊŰоÉĦƖĲĲŰШÉőċƖĲќЮШ 

ŉƣĲƖШƣőĲШőŸƚƣШĦũŔĦťƚШћEŰċĤũĲШÉŔŊŰоÉĦƖĲĲŰШÉőċƖĲќЯШƣőĲШŔŰƻŔƣĲĲШƽŔũũШĤĲШƓƖŸůƓƣĲĬШƣŸШƚőċƖĲШƣőĲŔƖШ
screen, then sign the document. 
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As the host, you can add fields and additional signatures during a RON meeting from the control 
bar near the top of the page.  

Other controls include checking deepfake detection status if applicable and opening the 
Whiteboard if that setting is enabled in your RON video signing settings. 

 

§ŰШƣőĲШũĲŉƣШƚŔĬĲШŸŉШƣőĲШĬŸĦƨůĲŰƣЯШƣőĲШőŸƚƣШĦċŰШƚĲĲШċШƣċŊШũċĤĲũũĲĬШћÉǃŰĦШ ũũШcĲƖĲќЮШ9ũŔĦťŔŰŊШƣőŔƚШ
button will make all invitees currently in the meeting scroll to that place in the document. 

 

The host can end the RON ůĲĲƣŔŰŊШċƣШċŰǃШƣŔůĲШĤǃШĦũŔĦťŔŰŊШƣőĲШћEŰĬШéŔĬĲŸШÉŔŊŰŔŰŊќШĤƨƣƣŸŰЮШfŉШċũũШ
invitees have signed, the host can confirm they would like to end the meeting, then the meeting 
will end and all invitees will receive their completion email.  

fŉШƣőĲƖĲШċƖĲШƚƣŔũũШŔŰƻŔƣĲĲƚШƣőċƣШőċƻĲŰќƣШƚŔŊŰĲĬ ŸƖШƣőĲШŰŸƣċƖǃШƚƣŔũũШőċƚŰќƣШƚŔŊŰĲĬ, the host can choose 
ƣŸШĲŰĬШƣőĲШůĲĲƣŔŰŊШĤǃШĦũŔĦťŔŰŊШћEŰĬШ~ĲĲƣŔŰŊќЯШċŰĬШthe sender can schedule a new meeting to 
complete the RON process later from the ћŔќШŔĦŸŰШƓŸƓ-up in the ћfŰШÂƖŸŊƖĲƚƚќШƣċĤШŔŰ their 
account. 
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The host can also choose to schedule a new meeting at a different date and time by clicking the 
ћÉĦőĲĬƨũĲШċШ ĲƽШ~ĲĲƣŔŰŊќШĤƨƣƣŸŰЮШ 

ÑőĲŰЯШŔŰШƣőĲШћÅĲƚĦőĲĬƨũĲШéŔĬĲŸШÉŔŊŰŔŰŊќШƓŸƓ-up, select the date and time for the new meeting, 
select which remaining invitees you would like to be invited to the new meeting, then click 
ћÅĲƚĦőĲĬƨũĲќЮ 

New invitation emails will be sent out to participants for the new video signing meeting. 
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In Person Electronic Notarization (IPEN) Process 
Our In Person Electronic Notarization (IPEN) software allows you to prepare your documents in 
Secured Signing to be signed and notarized on your computer in a face-to-face meeting with 
your invitees. 

Preparing for an In Person Electronic Notarization 
IPEN Wizard 
To get started prepping your document(s) for notarization using the IPEN ìŔǍċƖĬЯШŊŸШƣŸШћ~ǃШ
?ŸĦƨůĲŰƣƚќШċŰĬШĦũŔĦťШƣőĲШћ ŸƣċƖǃШыIPENьќШĤƨƣƣŸŰЮ 

 

In the Select Your Document  page: 

1. You can send a single document or create a package of multiple documents.  
2. Upload a document from your PC or a cloud storage provider, select a document from 

your Secured Signing inbox, or select a Form Filler template. 
3. Check your document list. 
4. Optionally, select a signature template. 
5. [ŔŰċũũǃЯШĦũŔĦťШћ ĲǂƣќШƣŸШĦŸŰƣŔŰƨĲШƣŸШƣőĲШŰĲǂƣШƓċŊĲЮ 

 

http://www.securedsigning.com/


 Secured Signing т Help User Guide www.securedsigning.com  

Page 43 of 194 
 

In the Assign to Notary or Queue page: 

1. Choose whether you would like to assign the IPEN process to a notary or a notary 
queue. 

2. 9ũŔĦťШћ ĲǂƣќШƣŸШĦŸŰƣŔŰƨĲШƣŸШƣőĲШŰĲǂƣШƓċŊĲЮ 

 

In the Add Clients / Notary  page:    

1. Add invitees, enter their email addresses and full names, and enter their mobile 
numbers to send a code to for them to access the document. 

2. Select the notary that will notarize this IPEN session. By default the sender will be 
selected. 

3. ÉĲũĲĦƣШƣőĲШƻĲŰƨĲШƽőĲƖĲШƣőĲШŰŸƣċƖŔǍċƣŔŸŰШƽŔũũШƣċťĲШƓũċĦĲЮШ7ǃШĬĲŉċƨũƣЯШƣőĲШƚĲũĲĦƣĲĬШŰŸƣċƖǃќƚШ
state and county will be selected. 

4. 9ũŔĦťШћ ĲǂƣќШƣŸШĦŸŰƣŔŰƨĲШƣŸШƣőĲШŰĲǂƣШƓċŊĲЮ 

 

 

 

 

 

http://www.securedsigning.com/


 Secured Signing т Help User Guide www.securedsigning.com  

Page 44 of 194 
 

In the Electronic Notary Journal  page: 

1. Optionally, disable the Electronic Notary Journal. 
2. Edit the document title, select the type(s) of notarization, and enter the notary fee 

for each of the documents listed. 
3. EŰƣĲƖШƣőĲШƖĲƕƨŔƖĲĬШĬĲƣċŔũƚШŉŸƖШĲċĦőШŔŰƻŔƣĲĲШƨŰĬĲƖШћÂƖŔŰĦŔƓċũШ?ĲƣċŔũƚќЮ 
4. 9ũŔĦťШƣőĲШћÉƣċƖƣШÑċŊŊŔŰŊќШĤƨƣƣŸŰШƣŸШƚƣċƖƣШƣċŊŊŔŰŊШƣőĲШĬŸĦƨůĲŰƣЮ 

 

Tagging and Sending the Document   
Before sending out the invitation for an IPEN meeting the document needs to be prepared by 
adding form fields, signatures for the invitee(s) and the notary, and notary stamps. 

 

 

http://www.securedsigning.com/


 Secured Signing т Help User Guide www.securedsigning.com  

Page 45 of 194 
 

You can change settings for invitee signatures if needed, such as changing from a full signature 
to initials, and enabling extra features that will show additional details on the signed signatures 
such as job title and reason for signing. 

  

You can also change settings for form fields by selecting them, then changing the settings in the 
ћÉĲƣƣŔŰŊƚќШƚĲĦƣŔŸŰШŸŰШƣőĲШũĲŉƣШƚŔĬĲШŸŉШƣőĲШƓċŊĲЯШŸƖШŔŰШƣőĲШĤŸǂШƣőċƣШĬŔƚƓũċǃШŰĲǂƣШƣŸШƣőĲШŉŔĲũĬШŔŉШŔƣШŔƚШ
enabled in your account. 
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§ŰĦĲШċũũШƚŔŊŰċƣƨƖĲƚЯШƚƣċůƓƚЯШċŰĬШŉŸƖůШŉŔĲũĬƚШőċƻĲШĤĲĲŰШċĬĬĲĬШƣŸШƣőĲШĬŸĦƨůĲŰƣЮШ9ũŔĦťШћ ĲǂƣќШƣŸШ
continue to the invitation workflow.  

 

 

 

In the invitation workflow pop-up, you can change the due date, change invitee details, and 
enable extra features.  
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You can also add additional ћÉőċƖĲШÖƚĲƖƚќШĤǃШĦũŔĦťŔŰŊШƣőĲШћÉőċƖĲШìŔƣőќШĤƨƣƣŸŰЮШfŰШƣőĲШћÉőċƖĲШìŔƣőШ
ÖƚĲƖќШƓŸƓ-up you will see that the notary will already be added, and you can add additional 
ƨƚĲƖƚШĤǃШĦũŔĦťŔŰŊШћ ĬĬШ ĲƽШÉőċƖĲШÖƚĲƖќЮШ ŰǃШƨƚĲƖШċĬĬĲĬШőĲƖĲШƽŔũũШĤĲШċĤũĲШƣŸШŸƓĲŰШƣőĲШĬŸĦƨůĲŰƣШ
on their computer and allow the invitee(s) and notary to sign. If the sender is not also selected 
as the notary, they will be added as a share user automatically. 

 

You can also make changes to the electronic notary journal if needed. 

 

Finally, click Send to send the document(s) out for signing and notarization. The notary and the 
other share users (if additional ones are added) will receive notification emails. 
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Check and Update In Progress IPEN Documents 
You can check the signing status of IPEN documents ċƣШċŰǃШƣŔůĲШŉƖŸůШƣőĲШћfŰШÂƖŸŊƖĲƚƚќШƣċĤШŔŰШ
ƣőĲШћ~ǃШ?ŸĦƨůĲŰƣƚќШƓċŊĲЮШYou can cũŔĦťШŸŰШƣőĲШћŔќШŔĦŸŰШƣŸШĦőĲĦťШƣőĲШƚŔŊŰŔŰŊШƓƖŸŊƖĲƚƚШŸƖШůċťĲШ
changes, and yŸƨШĦċŰШċũƚŸШĦũŔĦťШƣőĲШћéŔĲƽШŰŸƣċƖǃШŢŸƨƖŰċũќШĤƨƣƣŸŰШƣŸШĦőĲĦťШƣőĲШĲũĲĦƣƖŸŰŔĦШŰŸƣċƖǃШ
journal and even add comments. 

 

9ũŔĦťŔŰŊШƣőĲШћŔќШŔĦŸŰШƽŔũũШĬŔƚƓũċǃШċШƓŸƓ-up in which you will see which invitees have signed the 
document(s), and you can change invitee details. ~ċťĲШƚƨƖĲШƣŸШĦũŔĦťШћÖƓĬċƣĲќШċŉƣĲƖШǃŸƨШőċƻĲШ
finished making any required changes.  
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Signing and Notarizing the IPEN Document(s) 
To start signing the IPEN document(s), the notary/share user must first open the document on 
ƣőĲŔƖШĦŸůƓƨƣĲƖЯШƚĲŰĬŔŰŊШċŰШÉ~ÉШĦŸĬĲШƣŸШƣőĲШŔŰƻŔƣĲĲќƚШůŸĤŔũĲШƓőŸŰĲЯШċũũŸƽŔŰŊШƣőĲůШƣŸШċĦĦĲƚƚШ
the document and sign.  

The notary/share user can open the document either by logging into their Secured Signing 
account, going to the In Progress ƣċĤШŔŰШƣőĲШћ~ǃШ?ŸĦƨůĲŰƣƚќШƓċŊĲЯШĦũŔĦťŔŰŊШƣőĲШћ9ŸŰƣŔŰƨĲШ
[ċĦĲΞ[ċĦĲШƚŔŊŰŔŰŊќШĤƨƣƣŸŰШŔŰШƣőĲШћ ĦƣŔŸŰƚќШĦŸũƨůŰШŉŸƖШƣőĲŔƖШĬŸĦƨůĲŰƣоƓċĦťċŊĲЯШand finally 
clicking Click to Sign : 

  

Or the notary/share user can login to the Face2Face / IPEN Portal firstby clicking the ћxŸŊŔŰќШ
button in their IPEN notification email: 

 

Then the notary/share user should go to the In Progress tab, click the  icon for their 
document/package, and finally click the Sign button: 
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The notary/share user will be taken to the ћÉĲĦƨƖĲШ?ŸĦƨůĲŰƣШ ĦĦĲƚƚќШƓċŊĲЯШċŰĬШƣőĲ invitee will 
receive an SMS code that they must enter in this page to access the document. 

 

Now the invitee can fill and sign the document. 

 

Once all invitees have signed, the notary can sign and notarize the document the same way, by 
ŊŸŔŰŊШƣŸШƣőĲШћ9ŸŰƣŔŰƨĲШ[ċĦĲΞ[ċĦĲШƚŔŊŰŔŰŊќШƓŸƓ-up in their account, or logging into the 
Face2Face / IPEN Portal ċŰĬШĦũŔĦťŔŰŊШћÉŔŊŰќШƣŸШċĦĦĲƚƚШƣőĲШĬŸĦƨůĲŰƣ, then filling, signing, and 
stamping the document. 
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Notary Queue 
Overview 
Creating a notary queue allows you to tag a notary document/package, assign it to the notary 
queue, and then any notary in your account that you added to that queue can assign the 
document/package to themselves to finish prepping and send it for signing and notarization.  

We have 2 types of notary queues; internal queues and outsource queues. Internal queues are 
only for the notaries in your account to add documents to and take documents from. Outsource 
queues allow an external company that you select to take your document(s) and handle the 
notarization process. 

There are also 2 different types of outsource queue, online outsource queues and mobile 
outsource queues. The online outsource queue allows you to add documents that will be 
signed in a Remote Online Notarization (RON) session or an In Person Electronic Notarization 
(IPEN) session. The mobile outsource queues allows you to add documents that will be printed 
out and signed and notarized in person and on paper, then scanned and uploaded back into 
Secured Signing once completed. 

 

Create a Notary Queue 
Internal Queue 
Admin users in a business account or an enterprise account can create unlimited queues and 
can assign any available notaries to those queues. Please note that you need at least 2 notary 
users in your account to create an internal notary queue. 

To create an internal notary queue:  

1. Go to My Account > My Settings > Notary Queue. 
2. Click New Notary Queue. 
3. Enter a queue name.  
4. Select the notaries you would like to have access to the queue. 
5. Optionally, enter a queue description. 
6. Click Save. 
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Outsource Queue 
Admin users in a business account or an enterprise account can create online or mobile 
outsource queues and select which external notary/company will take documents from the 
outsource queues to sign and notarize. 

To create an outsource notary queue:  

1. Go to My Account > My Settings > Notary Queue. 
2. Click New Outsourcing  Queue ċŰĬШċŊƖĲĲШƣŸШƣőĲШћ§ƨƣƚŸƨƖĦĲШÄƨĲƨĲШÖƚċŊĲШÑĲƖůƚќ. 
3. Select the either Online or Mobile as the ћ§ƨƣƚŸƨƖĦŔŰŊШÄƨĲƨĲШÑǃƓĲќЮ 
4. Enter a queue name. 
5. Select the notary/company you would like to be able to take documents from the the 

queue to sign and notarize. 
6. Optionally, enter a queue description. 
7. Click Save and confirm that you would like to create the outsource queue. 

 

After creating and saving the outsource queue, the notary/company you selected for the queue 
will receive an email notifying them that you have added them to an outsource queue, and that 
contains an authorization code and your contact details. Before they can start taking 
documents from the outsource queue, they will have to provide you authorization code. 
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Once you have received this authorization code from the notary/company: 

1. Go back to My Account > My Settings > Notary Queue and open the outsource queue 
you created before. 

2. Click Approve. 
3. Enter the authorization code given to you by the notary/company. 
4. Click Confirm . 

 

If you are a notary in a company that has been added to one or more outsource queues by at 
least one account, you will see a new folder in My Documents > Inbox, identified with the 
ŉŸũũŸƽŔŰŊШŔĦŸŰШċŰĬШĦŸŰƣċŔŰŔŰŊШƣőĲШċĦĦŸƨŰƣќƚШĦŸůƓċŰǃШŰċůĲаШШ. Under that folder, you will see 
subfolders for each outsource queue that that account has added you to, with online  
outsource queues identified with this icon: , and mobile  outsource queues with this icon: . 
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Assign Documents to a Notary Queue 
Internal Queue or Outsource Queue 
To assign documents to an internal queue or an outsource queue, sƣċƖƣШĤǃШŊŸŔŰŊШƣŸШћ~ǃШ
?ŸĦƨůĲŰƣƚќЯШƣőĲŰШĦũŔĦťŔŰŊШĲŔƣőĲƖШƣőĲШNotary (RON) or Notary (IPEN) button to go to the RON or 
IPEN wizard.  

Select your documents as ƨƚƨċũЯШƣőĲŰШŔŰШƣőĲШћÉĦőĲĬƨũĲШÅ§ Ш~ĲĲƣŔŰŊќШƓċŊĲШŔŰШƣőĲШÅ§ ШƽŔǍċƖĬЯШ
ŸƖШƣőĲШћ ƚƚŔŊŰШƣŸШ ŸƣċƖǃШŸƖШÄƨĲƨĲќШƓċŊĲШŔŰШƣőĲШfÂE ШƽŔǍċƖĬЯ when asked who you are assigning 
this notary process to, select Queue т Internal  to assign to an internal queue or Queue т 
Outsourc e to assign to an outsource queue. 

 

ÑőĲŰЯШŔŰШƣőĲШћ ĬĬШ9ũŔĲŰƣƚШоШ ŸƣċƖǃќШƓċŊĲЯШǃŸƨШƽŔũũШĤĲШċĤũĲШƣŸШƚĲũĲĦƣШto which queue you would like 
to assign the document(s). From here, you can immediately submit the document(s) to the 
queue after entering invitee details, or you can continue to tag the document before submitting 
the document to the queue.  

 

Once documents are submitted to the queue, all notaries assigned to the queue will receive a 
notification email, and the invitee(s) will receive one too. 
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Mobile Outsource Queue 
To assign documents ƣŸШċШůŸĤŔũĲШƕƨĲƨĲЯШƚƣċƖƣШĤǃШŊŸŔŰŊШƣŸШћ~ǃШ?ŸĦƨůĲŰƣƚќЯШƣőĲŰШĦũŔĦťŔŰŊШƣőĲШ
Notary (Mobile Q) button to go to the Mobile Queue wizard. 

In the ћÉĲũĲĦƣШòŸƨƖШ?ŸĦƨůĲŰƣќ page, select the document(s) that you would like to assign to a 
mobile queue, then continue to the ћÉĦőĲĬƨũĲШ~ĲĲƣŔŰŊќШƓċŊĲ. 

 

fŰШƣőĲШћÉĦőĲĬƨũĲШ~ĲĲƣŔŰŊќШƓċŊĲЯШƚĲũĲĦƣШċШĬċƣĲШċŰĬШƣŔůĲ for the meeting, then continue to the 
ћ ĬĬШ9ũŔĲŰƣƚШоШ ŸƣċƖǃќШƓċŊĲ. 

 

In the ћ ĬĬШ9ũŔĲŰƣƚШоШ ŸƣċƖǃќШƓċŊĲЯШċĬĬШƣőĲШŔŰƻŔƣĲĲыƚьШƣőċƣШƽŔũũШĤĲШƚŔŊning document or present for 
the notarization, entering their email, full name, and mobile number. Then, if you know the 
address where the notarization will take place, fill out the signing venue details. Finally, select 
ƽőŔĦőШůŸĤŔũĲШƕƨĲƨĲШƣŸШċĬĬШƣőĲШĬŸĦƨůĲŰƣƚШƣŸШċŰĬШĦũŔĦťШћ ĲǂƣќШƣŸШĦŸŰƣŔŰƨĲШƣŸШƣőĲШћEũĲĦƣƖŸŰŔĦШ
 ŸƣċƖǃШsŸƨƖŰċũќШƓċŊĲЯШŸƖШĦũŔĦťШћÉƨĤůŔƣШƣŸШÄƨĲƨĲќШƣŸШċĬĬШƣőĲШĬŸĦƨůĲŰƣШƣŸШƣőĲШůŸĤŔũĲШƕƨĲƨĲШŰŸƽЮ 
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fŰШƣőĲШћEũĲĦƣƖŸŰŔĦШ ŸƣċƖǃШsŸƨƖŰċũќШƓċŊĲ, you can choose to keep the electronic notary journal 
enabled, or to disable it. If you keep it enabled, edit the document title, select the type(s) of 
notarization, and enter the notary fee for each of the documents listed. Then, enter the required 
ĬĲƣċŔũƚШŉŸƖШĲċĦőШŔŰƻŔƣĲĲШƨŰĬĲƖШћÂƖŔŰĦŔƓċũШ?ĲƣċŔũƚќЮ [ŔŰċũũǃЯШĦũŔĦťШћÉƨĤůŔƣШƣŸШÄƨĲƨĲќШƣŸШċĬĬШƣőĲШ
document to the mobile queue. 
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Assign Documents in a Queue to You 
Internal Queue 
Once a document/package has been added to an internal notary queue, users in that queue 
can take the document/package by going to the queue folder under the Notary Queue tab in My 
Documents > Inbox , then clicking ћ ƚƚŔŊŰШƣŸШ~ĲќЮШ§ŰĦĲШƣőĲǃШőċƻĲШċƚƚŔŊŰĲĬШƣőĲШĬŸĦƨůĲŰƣШƣŸШ
themselves, they will be taken to the RON/IPEN wizard to complete document prep before 
going to document tagging and finally sending the document/package for signing and 
notarization. 

 

If the notary decides they no longer want to handle notarization for a document/package before 
sending, they can go to the notary queue and assign the document back to the queue by 
ĦũŔĦťŔŰŊШћ ƚƚŔŊŰШ7ċĦťШƣŸШÄƨĲƨĲќЮШ§ƖЯШŔŉШƣőĲǃШĬŸŰќƣ immediately send the document/package after 
assigning it to themselves, they can go to the queue ċŊċŔŰШũċƣĲƖШċŰĬШĦũŔĦťШћ9ŸŰƣŔŰƨĲШ?Ɩċŉƣќ to 
continue prep and tagging before sending. 
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Outsource Queue 
Once a document/package has been added to an outsource notary queue, users in the 
company assigned to that queue can take the document/package by going to the outsource 
queue folder under ƣőċƣШŰŸƣċƖǃШĦŸůƓċŰǃќƚ tab in My Documents > Inbox , then clicking ћ ƚƚŔŊŰШ
ƣŸШ~ĲќЮШ§ŰĦĲШƣőĲǃШőċƻĲШċƚƚŔŊŰĲĬШƣőĲШĬŸĦƨůĲŰƣШƣŸШƣőĲůƚĲũƻĲƚЯШƣőĲǃШƽŔũũШĤĲШƣċťĲŰШƣŸШƣőĲШ
RON/IPEN wizard to complete document prep before going to document tagging and finally 
sending the document/package for signing and notarization. 

 

ŉƣĲƖШĦũŔĦťŔŰŊШћ ƚƚŔŊŰШƣŸШ~ĲќЯШċШĦŸŰŉŔƖůċƣŔŸŰШƓŸƓ-up will display containing additional details 
about the notary process, including the document name, the scheduled meeting date, and the 
ŔŰƻŔƣĲĲШũŔƚƣЮШ9ũŔĦťШћ ƚƚŔŊŰШƣŸШ~ĲќШŔŰШƣőŔƚШƓŸƓ-up to confirm. 

 

If the notary decides they no longer want to handle notarization for a document/package before 
sending, they can go to the notary queue and assign the document back to the queue by 
ĦũŔĦťŔŰŊШћ ƚƚŔŊŰШ7ċĦťШƣŸШÄƨĲƨĲќЮШ§ƖЯШŔŉШƣőĲǃШĬŸŰќƣШŔůůĲĬŔċƣĲũǃШƚĲŰĬШƣőĲШĬŸĦument/package after 
ċƚƚŔŊŰŔŰŊШŔƣШƣŸШƣőĲůƚĲũƻĲƚЯШƣőĲǃШĦċŰШŊŸШƣŸШƣőĲШƕƨĲƨĲШċŊċŔŰШũċƣĲƖШċŰĬШĦũŔĦťШћ9ŸŰƣŔŰƨĲШ?ƖċŉƣќШƣŸШ
continue prep and tagging before sending. 
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Queue Document Management 
Admin users in a Secured Signing account have full visibility and control of documents in notary 
queues. To start managing documents in notary queues:  

1. Go to Admin Users > My Notary Queue. 
2. Optionally, select a notary to only see documents assigned to that notary. 
3. Optionally, select a notary queue to only see documents in that queue. 

Admin users can see the status and view the document logs of specific documents and 
packages in notary queues and can delete the documents if necessary. 

 

Additionally, for documents in an outsource queue, users in the account that created the 
outsource queue can track the status of documents in the outsource queue by going to the 
ŸƨƣƚŸƨƖĦĲШƕƨĲƨĲШŉŸũĬĲƖШƨŰĬĲƖШƣőċƣШŰŸƣċƖǃШĦŸůƓċŰǃќƚ tab in My Documents > Inbox or In 
Progress or Signed (depending on where the document is in the signing process).  

Then, the user can see details such as the meeting date and the status of the document, or view 
the document and check the document log, and much more. 
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We Sign 
Overview 
In We Sign, you can upload a single document or create a package of documents, add invitee 
signatures and form fields, then send the document(s) out to be signed. 

Designer 
Add Invitee 
ÑŸШċĬĬШċШŰĲƽШŔŰƻŔƣĲĲШƣŸШƣőĲШĬŸĦƨůĲŰƣЯШƚĲũĲĦƣШћÉŔŊŰċƣƨƖĲƚќШŔŰ the Add Invitee dropdown menu. If 
ƣőĲШŔŰƻŔƣĲĲШŸŰũǃШŰĲĲĬƚШƣŸШƻŔĲƽШƣőĲШĬŸĦƨůĲŰƣЯШċŰĬШĬŸĲƚŰќƣШŰĲĲĬШƣŸШƚŔŊŰЯШƚĲũĲĦƣШћ ĲĲĬƚШÑŸШéŔĲƽќШ
instead ыŔŉШǃŸƨШĬŸŰќƣШƚĲĲШƣőŔƚШŸƓƣŔŸŰЯШĲŰċĤũĲШћÉŔŊŰĲƖШ ĲĲĬƚШƣŸШéŔĲƽШт  ŸШÉŔŊŰċƣƨƖĲќШŔŰШMy 
Account > My Settings). 

 

A pop-up will display to enter invitee details. Enter the ŔŰƻŔƣĲĲќƚ email and name, then click 
ћ ĬĬќШƣŸШċĬĬШƣőĲůШƣŸШƣőĲШĬŸĦƨůĲŰƣЮШòŸƨШĦċŰШċũƚŸШĦũŔĦťШћÅĲůŸƻĲќШƣŸШĦċŰĦĲũЯШċŰĬШǃŸƨШĦċŰШċũƚŸШ
ĦőĲĦťШћéŔĲƽШŸŰũǃќШőĲƖĲШŔŉШƣőĲШŔŰƻŔƣĲĲШŸŰũǃШŰĲĲĬƚШƣŸШƻŔĲƽШƣőĲШĬŸĦƨůĲŰƣШċŰĬШŰŸƣШƚŔŊŰЮ 

 

If you need to add another signature for an existing invitee, you can select the invitee from the 
ћ ĬĬШfŰƻŔƣĲĲќШĬƖŸƓĬŸƽŰШůĲŰƨЮ  
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Add Form Fields  
From the Add Form Field dropdown menu, you can click to add the form fields you need the 
invitee(s) to fill before signing.  

 

Once you have added a form field, you can ĦőċŰŊĲШƚĲƣƣŔŰŊƚШŔŰШƣőĲШћÉĲƣƣŔŰŊƚќШƚĲĦƣŔŸŰШŸŰШƣőĲШũĲŉƣШ
side of the page. Most fields will have different settings, but they all have the Mandatory  option, 
which if enabled means the invitee must enter input into that field before they can sign. Most 
fields have the Read Only option to, which if enabled blocks the invitee from entering input into 
the field, they can only see the existing input. You can also change the Field Label for most 
fields, which changes the placeholder text in a field before a value is entered, and differentiates 
multiple of the same fields. 
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There are some more advanced controls for form fields in the control bar above the document. 
You can click a form field to select it, then click Duplicate selected field to duplicate it. For the 
other controls, you must first select 2 or more fields, you can do so by holding the Ctrl key on 
Windows or the Command key on Mac and clicking all the fields you would like to select or 
click Select All to select all fields on the document. Then you can use the controls to make all 
selected fields the same size as the first field you selected or align the fields with the first field 
you selected. 

 

Finally, for fields that contain text like text boxes and multi-line text boxes, there are formatting 
controls in the control bar above the page to change font, font size, and font colour, and to 
make text bold or italic. 
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Add Broadcast Signature 
If you need to send the same document to multiple different invitees at once, instead of tagging 
and sending the document multiple times, you can add a broadcast signing by clicking Add 
Broadcast Signature .  

 

Simply place the broadcast signature(s) as needed, then when you are done tagging the 
document click Next. 

 

Then you will be able to manually add each invitee, select a previously saved list of invitees if 
you have used broadcast signatures before, or upload a spreadsheet containing the details of 
each invitee. You can download a sample list to see the format required. 

 

In the next page of the pop-up you can check to save your list for future use and edit some 
additional options i.e. signed document name and due date, before sending the document to 
the selected invitees. 
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