
QUICK REFERENCE GUIDE

Snapdocs Managed RON 
for Settlement Agents

Access a new closing in Snapdocs via email

Click “Choose files” Upload and click “Finish Adding” Confirm that you’ve added all the 
needed documents by clicking  
“Yes, I’ve added all my documents”

Upload title documents under the “Prepare Closing Documents” section
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Click “Edit appointment”
No need to “Request notary”.  A Notarize on-demand 
notary will be provided when the signer logs in to the 
closing

Support
Thank you for your time. If you have any questions or require support,  

please email support@snapdocs.com or call us at (833) 762-7362. 

View progress log in Snapdocs

Add Appointment date and time
 Click “Save changes”

*Signing appointment information does not need to be 
entered for a signing to take place. Settlement can set a 
specific date/time or leave it with the signing range set 
by the Lender

Note: the utilization of Notarize’s On-Demand notaries 
does not guarantee a notary will be available 24/7. It is 
recommended to schedule a notary between business 
hours of 9am-9pm in the signer’s respective time zone.

Schedule signing appointment 
Must be at least 2 hours after title documents are uploaded to allow for processing. Please keep in mind the 
appointment time defaults to the timezone of the property address, NOT the signer’s location.

Track closing and access signed documents

Once signed, download executed documents 
from “Signed Documents” section of 
Snapdocs closing 
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