
Snapdocs Settlement Agent
Notifications



Welcome to Snapdocs! We’re happy you’re here.

This document explains the communications to the Settlement Office and/or Agent in the
Snapdocs platform.  Notifications will include the following:
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You have a new closing

Email Setting: Documents are ready for Settlement Office to download

Email triggers when: Closing documents are processed and available for
Settlement Agent to download.

From: Snapdocs (help@snapdocs.com)

Subject: You have a new closing | [Lender Name]
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Please verify or set the signing appointment

Email Setting: Settlement office hasn't set an appointment, and it's 24 hours before
the earliest possible close date

Email trigger:
● It is 24 hours before closing date or time, and any one of signing date, time,

and/or location are still missing
● If earliest signing date or signing date are already within 24 hours when

closing is created:  will fire 1 hour after closing docs are processed if signing
date, time, and/or location are still missing

From: Snapdocs (no-reply@snapdocs.com)

Subject: [Last Name] [Loan Number], Please verify or set the signing appointment
details | [Lender Name]
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New Signing Appointment

Email Setting: Settlement office sets an appointment

Email triggers when: Lender or Settlement Agent sets the signing appointment.

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], New Signing Appointment | [Lender Name]
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Lender or Settlement Agent updates appointment time

Email Setting: Settlement office sets an appointment

Email triggers when: Lender or Settlement Agent updates the Consumer’s
appointment time.

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number] Signing Details Updated | [Lender Name]
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Signing Appointment is Today

Email Setting: It’s the day of the signing

Email triggers when: It’s the day of the signing. Copy will indicate whether the
Consumer has completed eSigning or not.

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], Signing appointment is today | [Lender Name]
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A user has added a message

Email Setting: [Consumer / Company Team Member / Participant / Signing Service
Member]  adds a message

Email triggers when: Any user sends a message to the Settlement Agent using the
Activity messaging functionality.

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], [User Name] has added a message | [Lender
Name]
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Consumer completes eSigning

Email Setting: A consumer completes eSigning

Email triggers when: Consumer completes eSigning of eligible documents

From: Snapdocs (no-reply@snapdocs.com)

Subject: [Last Name], eSigning complete, signed documents available
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Original Closing Package is updated

Email Setting: Original Closing Package is updated

Email triggers when: Lender removes closing documents from closing and uploads
a new package

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], Documents have changed | [Lender Name]
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Rush documents are added

Email Setting: Rush documents are added (standard, not configured)

Email triggers when: Lender uses “Add rush documents” feature.

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], Documents have changed | [Lender Name]
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Consumer opts out of eSigning

Email Setting: Consumer opts out of eSigning

Email triggers when: Consumer clicks “I’d rather not eSign” on the Consumer
Dashboard and opts out of the eSigning process

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], Has opted out of esigning | [Lender Name]
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Consumer opts in to eSigning

Email Setting: Standard (not configured)

Email triggers when: Consumer clicks “I want to eSign” button on the Consumer
Dashboard.  (This button only appears when the Consumer has previously opted out
of eSigning on a hybrid closing.)

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], Signing Type Update | [Lender Name]
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The signing type has changed on a closing

Email Setting: The signing type has changed on a closing

Email triggers when: Settlement Agent or lender changes the signing type from
hybrid to wet

From: Snapdocs (help@snapdocs.com)

Subject: [Last Name] [Loan Number], Signing Type Changed | [Lender Name]

Settlement Notification Guide 14



Incomplete Closing

Email Setting: Settlement office hasn't added a signing status yet and it's 2 hours
after the appointment

Email triggers when: Settlement office hasn't added a signing status yet and it's 2
hours after the scheduled appointment time

From: Snapdocs (no-reply@snapdocs.com)

Subject: [Last Name] [Loan Number], Incomplete closing | [Lender Name]
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eSign Incomplete

Email Setting: Standard (not configured)

Email triggers when: Settlement Agent uploads wetsign documents but the
Consumer has not completed eSigning

From: Snapdocs (no-reply@snapdocs.com)

Subject: [Last Name] [Loan Number], Esign Incomplete | [Lender Name]
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