
Instructions for Proof Online Notarization
1 - You will receive an email inviting you to the online session.  There are also brief 

instructions on how the online notarization works and the types of IDs accepted. 

To continue hit the blue “Sign document now” box and it will take you to the next step.

2 - If this is your first time using this platform, create a password - you will be able to access 

your completed document anytime from the platform.



3 - The next screen check the box to accept terms & conditions for the online notarization and 

then click the blue “Agree & continue” box to proceed to the next step.

4 - The next screen will give you instructions again and even a video you can watch with more 

instructions if you like.  If you are on a computer but would rather continue on your 

smartphone you have the option of scanning the QR code to continue on your smartphone, if 

you choose. When you are ready to continue hit the blue “Notarize now” button.



5 - After you click “Notarize now” you will be taken to the next screen where you will be able 

to review your document before you meet with your notary.  If there is anything that needs to 

be filled in by you you can do that now, but you won’t be able to sign until you are on camera 

with the notary.  When you are ready to proceed hit the blue button in the right hand corner 

that says “Continue”

6- The next screen will take you the Verify Your Identity section.  Here you will type in your 

name as it appears on your driver’s license or the ID you are using.  Also enter your birthdate 

and the last four digits of your social security number or Tax Identification Number.  Then hit 

the blue “continue” button.



7 - On this screen you will enter your home address and click at the bottom if you are 

physically located at that address at the time of this online notarization (clicking yes or no 

will not affect the notarization process).  Then click the blue “Continue” button.

8 - On the next screen you are accepting the terms, again, that you will be using an online 

notary, the entire session will be audio-video recorded for record retention, and you are 

agreeing to using an electronic signature for this transaction.  Check the box and hit the blue 

“Agree & continue” box to proceed.



9 - The next step will take you to the Knowledge-Based Authentication (KBA) part of the ID 

process.  Here you will answer 5 multiple-choice questions generated from your public 

information.  Examples of the questions you might be asked are: streets you lived on, color or 

make of vehicles you owned, etc.  

Keep in mind you only have 2 minutes to answer these questions and you can only get one 

wrong in order to pass.  You will only have 2 chances in a 24-hour period to pass the KBA

When you are ready to proceed with KBA hit the blue “Start now” button.

10 - This section will verify your driver’s license or other ID you are using.  If you are using a 

computer you can do this section on your smartphone, which is recommended.  Click the 

blue “Continue” button to proceed.



11 - Enter the country of the ID you will be using and the type of ID it is (driver's license, 

passport, etc).  Click the blue “Continue” box to proceed to the next step.

12 - On this screen it is asking you if you accept the biometrics consent.  To continue hit the 

blue “Accept” and then the blue “Continue” box.



13 - If you chose to continue the ID process on your smartphone a screen will pop up with a 

QR code for you to scan with your phone to take a picture of your ID. Scan QR code with your 

smartphone to continue.

14 - It will ask you on your phone “Did you switch from another device?” Click the blue 

“Continue” box.



15 - From here you will take a photo of the front of your your ID.  Make sure to get all 4 

corners of the ID you are using in the photo.  It’s best to use a dark background, if possible.

16 - A screen might pop up that needs permission to use your camera on your smartphone, 

hit “Allow” to be able to take the photo.



17 - After it captures the front of your ID it will ask you to turn it over and get a photo of the 

back of the ID.

18 - This screen will come up while it’s processing your ID.



19 - After it finishes processing the ID and it’s successful you will see a screen that pops up 

that says “Congratulations, you’re done!” and you can return to your computer or other 

device to continue.  

*If for any reason the ID process isn’t accepted double check the spelling of your name that 

was entered compared to your ID and also make sure the ID is not expired.

20 - You’ll need to allow access to your microphone and camera to complete the online 

notarization. Hit the blue “continue” box to go to the next step.

21 - On this step hit either “Allow while visiting this site” or “Allow this time” to use your 

camera and microphone.  The entire online session needs to be audio-video recorded for the 

online notarization process.



22 - Then click the blue “Join now” and you will be connected to your notary!  

From there you and the notary will meet live and you will sign your documents and the notary 

will notarize them for you.  


