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Overview

Overview:

DocuSign allows Financial Professionals and their assistants the ability to
obtain signatures in a secure manner electronically for the following:

® Life New Business outstanding requirements including the
conforming illustration.

® Specific approved service forms that will automatically be sent to
the Service Centers for processing through the use of Integrated
DocuSign Templates.

®* Individual Retirement Transfer Form for LPL related transfers.

Financial Professionals must continue to use eApp for life and annuity
new business applications, STP (Straight Through Process) via
Salesforce and the Equitable Client Portal (OAA) for online transactions
when possible.

® Link to the Equitable Online Functionality Flyer .

All forms sent to clients through this process will require an added layer of
security as described in this guide. See Access Authentication.

Some Benefits:

®* The client experience will be improved with a consistent digital experience.
® The new business requirement will be received faster.

® Reduce NIGO items with mandatory fields on the templates.

® Create efficiencies in the service centers by directly sending the form meta
data, signed form and certificate of completion into the New Business and
Inforce Service Centers for processing.

® Reduce the cost of mail and overnight express.

Reduce the cost associated with paper documents (paper, ink, toner, time
spent, faxing, etc.).

Environmental Savings
® Wood, Water, CO2 and Waste.
¢ Example of Environmental Savings on 20,000 envelopes:

A

67,241 Ib
of wood

¢

&

151,291 Ib
of CO2

179,868 gal
of water

9,918 Ib
of waste



https://axanorthamerica.sharepoint.com/sites/edocs/MM-MP/eDelivery%20and%20Online%20Account%20Access/Equitable%20Online%20Acct%20Functionality%20flyer.pdf

Steps to obtain access to DocuSign

1. Complete the Required DocuSign Training on EAVU

« All Financial Professionals and their assistants will have access to
the training.

* The Wealth Management Project Management Team will pull daily
reports from EAVU and provide access to DocuSign based on
course completion until July 1, 2020. After this date, access can be
requested by calling ASK I.T. or requesting access through
Service Now.

» The Training path is as follows:

EAVU > Course Catalog > Practice Management >
Technology for Financial Professionals > DocuSign
Training

2. Activate your DocuSign Account

* You will receive an email from DocuSign to activate your account.

+ Click on the “Activate” action button in the email and follow the
directions to set up your credentials.

* Then, Log out.

From;

3. Log into Equitable.com
* Click on “Tools”.
» Click on “See all tools & pick favorites”.
+ Scroll down to “D” and drag “DocuSign” to your favorites.
* Launch “DocusSign”.
1. Enter your Equitable.com email address and the password you
created.

2. If you have a DBA email, that email address will be used.

In the coming month
SSO will be

EQUITABLE

ADVISORS

implemented which
will eliminate step 1 &
2.
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FAVORITE TOOLS
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After your initial activation, you will

continue to access DocuSign from the
“Tools” section on Equitable.com.

How to Access DocuSign e



DocuSign Home Page

Home

Home — The Home Page is the page that will launch when you log into DocusSign.

1.
2. Overview — This section will display the following categories in the Last 6 Months. Click on
the number next to the category to access the information.
» Action Required — Any envelope requiring your action. Templates require the user
in most cases to sign or complete the form before sending the form to the client.
* Waiting for Others — Envelopes sent and you are waiting for others to sign.
* Expiring Soon — Envelopes that are going to expire. Envelopes expire after 120
days.
* Completed — Envelopes completed within the last 6 months.
3. NEW - Quick Access to the following:

Send an Envelope — Use this option to upload an illustration or upload approved

New Business Form.
Sign a Document — This is used if you are the only signor of a document.

Use a Template — Always use this option for inforce service forms.
« If the template is not available, then the form is not approved.

Create a PowerForm — This should not be used.

4. My Preference — the three main items you will use in this section are as follows:
* Personal information — update your name or upload a picture.

* Regional Setting — update your time zone.
Contacts — add or edit individuals in your directory/address book. As you send

envelopes the name and email address of recipients will be saved to your directory.

Sign or Get Signatures

@

Manage Templates Reports Admin

DocuSign eSignature

Kelly Esposito
kelly.esposito@axa-advisors.com
Account #31607085

AXA Advisors

Send an Envelope Marage Profile

Sign a Document

DOCUSIGN ID My Preferences

WHAT'S NEW

Last 6 Months

OVERVIEW

© Action Required

() Waiting for Others 2

A Expiring Soon

v/ Completed

Use a Template

Comments
Ask and answer questio!
receive real-time comme}

Create a PowerForm

Bulk Send for Multiple Recipients
Include multiple recipients in each envelope. Send

to more recipient types and specify envelope
custom field values. More Info

Template Sorting

Sort your templates by name.

Kelly Esgit

DocuSigned by:
ﬁ-ll? ECposito

FFEDCT7212CE3488..

kelly.espg¢
Member gince 2016

Log Out

Home Manage Templates

DocuSign eSignature

Sign or Get Signatures

Reports

MY DOCUSIGN 1D

Decusined by
[ Kolly, Exporito

s

Kelly Esposito
kelly.esposito@axa-advisors.com

Member since 2016

488,

ACCOUNT

Parsonal Information
Signatures

Electronic Notary Publie
Frivacy & Security
Regional Ssttings

Contacts.

Admin ® @ EQUITABLE

KE

DocusSign will be

rebranded after 6/15/20
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8. FOLDERS - Click the + action to add a folder. You can move envelopes into the folder.

DocuSign Manage Page

Manage — This page allows the user to manage all envelopes.
NEW - Quick Access to the following:

Send an Envelope — Use this option to upload an illustration or upload approved New
Business Form.
Sign a Document — This is used if you are the only signor of a document.

Use a Template — Always use this option for inforce service forms.
» If the template is not available, then the form is not approved.

Create a PowerForm — This should not be used.

Search Inbox and Folders— Type in any part of the envelope information (ex: Client's Name).
FILTERS — Click on “Filter” to expand your search status, sent and date.
Shared Envelopes — Allows one or more users to share envelopes.
ENVELOPES - Section on the left list the following options:

Inbox — Default page and will show envelopes in your inbox for the last 6 months.

Sent — Envelopes sent in the last 6 months. Click “Edit” or “Filter” to see all sent.

Drafts — Envelopes started and saved. Drafts can be deleted.
Deleted — Do not delete envelopes. Move to a folder instead.
PowerForms — Do not use PowerForms. The account Admin will use this.
7. QUICK VIEWS -
Action Required — Any envelope requiring your action. Templates require the user in most
cases to sign or complete the form before sending the form to the client.
Waiting for Others — Envelopes sent and you are waiting for others to sign.
Expiring Soon — Envelopes that are going to expire. Envelopes expire after 120 days.
Completed — Envelopes completed within the last 6 months.
Authentication Failed — If a client does not complete the authentication process correctly.
» Ex: Client clicks incorrect phone # or disconnects before authentication is complete.

9. Action buttons — Click “SIGN” to finish completing an envelope. Click the dropdown for additional

action. ‘
DOCUSing eSignatul’e Home Manage T¢mplates Reports Admin ® % EQUITABLE KE
Inbox Q s | 2= FILTERS
Shared Envelopes I l
Filtered by: Date (Last 8 Months) | Edit
ENVELOPES Subject Status Last Change|
&4 Inbox 0 e Please DocuSign: lllustration Example for Life New Business.pdf Nead to Sian 4/10/2020
q @ty — To: Kelly Demo Esposito e 06:11:17 pm
l_," Drafts - " /10/202
- [— @ Beneﬁ(l:lary Change Form - I‘(e"IIyA Tllazzu Waiting for Others 4 10&9;0 RESEND =
@ Deleted To: Kelly Demo Esposito, Kelly A Milazzo 04:48:59
] PowsrForms HIPAA Form (non-ICC) - Mickey Mouse Nesd o S 4rr2gfo
E o To: Kelly Demo Esposito, Mickey Mouse sedioSien 07:36:47 pm
UICK VIEWS Resend *
@ E @ Beneficiary Change Form - Kelly A Milazzo
To: Kelly Demo Esposito, Kelly A Milazzo | Q, Sea and Folders = ewrers |P™ | Move

© Action Required
() Waiting for Others
A Expiring Soon
" Completed

A Authentication Failed

Beneficiary Change Form - Kelly Test Client
To: Kelly Demo Esposito, Kelly Test Client

To: Kelly Demo Esposito, Kelly A Milazzo

|: Include envelope custom fields

Status

pm

Equivest One-Time Transfer Change of Allocations Asset Rebg | All

B Pre-RMD

8 Voided Envelopes

Sent

pm

| By Anyone

Date

[ Last & Monts

APPLY pETIT34

Correct

Create a Copy
Save as Template
Void

History

Form Data
Transfer Ownership
Export as CSV

Delete




DocuSign Templates Page

Templates

1. Templates — This page allows the user to search and use templates.
2. NEW - Always use this action button from the HOME Page to Use a Template — easier to use!
* Create Template — The functionality will be used by the Account Administrator.
* Upload Template — The functionality will be used by the Account Administrator.
* Create a PowerForm — The functionality will be used by the Account Administrator.
3. Shared with Me — Always use the templates shared with you by the Admin (Ex: “Kelly Esposito”).
4. Hover over the Name — the complete name of the template will display. Use “NEW” — Use a
Template instead for a better experience.
5. Search Templates — Search “Shared with Me” by typing in the name or part of the name and click
your enter key.
6. FILTERS — Ability to search by owner or specific dates.
7. USE — Click “USE” - This is the only function you should use!
* Never take another action on shared templates.
e The Account Administrator will update documents in the Shared with Me templates. If you
create a copy, you will not have the up to date version. If you notice an out of date form,
please email: Kelly.Esposito@equitable.com or Daniel.Zubrowski@equitable.com.

DocuSign eSignature Home Munqq Templates Reports Admi ® @@ EQuUITAB KE

“ My Templates [ @ search shared with M

TEMPLATES

2= FILTERS

Name Owner PowerForms Created Date Last Change ¥ Folders
L ]
on My Templates . .
e+ Shared it 0 # ;ﬁglzf:""'”'" Kelly Demo 3/18/2020 4/4/2020
= Sharsdwiin s Esposito 02:01:44 pm 02:23:59 pm

matching

[ Al Templates
W Favorites Equivest One-Time Transfer "
. D Change of Allocations Asset 1"7"2920 4{,’2‘020
W Deleted Rebalancing (FP with Limited 04:08:54 pm 02:23:10 pm
Authorization)
Equivest One-Tr...
|| e tna + quivest One-Tl-- Kelly Demo 3/26/2020 3/26/2020

Elinihla for

Always use Templates available for Inforce Service Forms
for Protection Solutions — Life, Individual Retirement and
Group Retirement!

“USE" -
Only
action you
should
take

Never change the default Applicationld and LAN Type
in a template!

Envelope Custom Fields

* Applicationld LAN_Type
LAN v | Inforce_IR
-- Select -- -- Select -- SY=T=) 7
nBA_PS q
Other nBA IR for an explanation of these
nBA_GR fields.
Inforce_PS

Inforce_IR
Inforce_GR



mailto:Kelly.Esposito@equitable.com
mailto:Daniel.Zubrowski@equitable.com

DocuSign Reports Page

1. Reports — This page allows the user to pull an Envelope, Recipient or Usage Report.
2. TYPE - List the types of reports available and the number of reports in each section. Most used

reports are as follows:

Envelope— The Envelope Report will provide you information on the envelopes you sent

including the Subject, Status, Sender Name, Recipient, Sent On, Last Activity and Completed

On.

Recipient — The Recipient Activity Report will provide you information on the Recipient’s

Name, Email Address, Envelope Received date, Envelope Requiring Signature, Envelope
Not Signed, Completions Rate, and Average Completion Time.

Envelopes Completed and Last Envelope Sent.

Usage — The User Activity Report will be provide you information on Envelopes Sent,

3. Date — The default is month to date. Click the dropdown arrow to select other options. Ex: Custom
Date Range.

4. EDIT FILTERS - Click to edit filters. Ex: change “Any” to “Completed” Envelope Status.

5. EDIT COLUMNS - Click to edit columns. Click “ADD” to add from the available list to the selected
list. Click “REMOVE” to remove from the selected list. The items can be arranged by changing the
number or click and dragging the column name up or down.

DocuSign eSignature Home Manage Templatq Reports Admin ® M .
Q searct Overview
Overview

AXA Advisors's Environmental Savings = How do we calculate this estimate?
TYPE -

& S Helping the Planet and Your Bottom Line
Al 12 // - \‘ Paper based processes don't just cost you time. They can
5 6 | Jm ‘\‘ have significant environmental impact. We're committed to
Envelope 6 127,802 1b 341,870 gal 287,554 Ib . 1essim helping both.
: of wood of water of CO2 of waste / Learn More

Recipient 2 \\»\4/7/
Usage 4
Custom 0 [
Sty Graphs reflect activity in past| 1 month v ‘

3/11/2020 - 4/10/2020

Envelope Report

Detail, status and completion information.

RUN REPORT

‘What are H limits?

(oM 1R

Custom Date Range | (] ‘ 4/1/2020 & | 41172020 | 5+ EDIT FILTERS © EDIT COLUMNS Total Results:
T AP on ity G Time (DD:HH:MM)
Edit Filters Edit Columns
Envelope Status HRRARE o] sf‘{‘m“ L
L. . Ary v
Recipient Activity Report ® ot Aumarncata Rsepants o Susiect ramove
Sert ¥ of Compuatas run o6
Detall, status and complation information Deliverad Cene b Statia namon
Completed ol F Yoy =
Woided o Aow
Corract = 4 |Aacpent e
Month To Date  * %= EDIT FILTERS © EDIT COLUMNS = i n RamouT
Recipient Recipient Email Envelopes Received Envelopes Requiring Signature Envelopes Not Signed Completion Rate as0 kB [ e
ivi y data limits?
User Activity Report hat are my data limit 38
Account activity by user
o o s
Custom Date Range & | arm020 & | a1r2020 = EDIT FILTERS © EDIT coLumNs Total Resuts:
Name « Email Envelopes Sent Envelopes Completed Templates Created Last Envelope Sent




Terminology & Application ID @

Envelope

* An envelope is a fundamental object used in DocuSign transactions. Envelopes contain recipient
information, document fields and timestamps that indicate delivery progress. Envelopes contain
information about the sender, security authentication information and more. One document or
many documents can be uploaded into one envelope. One recipient or many recipients can
receive an envelope to sign.

* We are changed for each envelope sent even if that envelope is voided.

Template

» Templates are created with a work flow with placeholder roles identified for each recipient. The
templates that are shared with you are created for specific document that are sent to the Service
Center for processing. Templates should always be used for Inforce Service Forms. Templates
are available for New Business.

* In most templates, the first recipient role is the “Sender”. When the template is selected, your
name and email will be populated as the “Sender”. You will have an action to sign. In most
cases, you are completing the information required on the document inside the envelope.

*  When you click the “Send” action button, you are asked at that point to “SIGN NOW” to complete
the document.

ALWAYS “USE A TEMPLATE” for Inforce Service Forms!

Envelope Custom Fields

Applicationld
* LAN — This is used for Admin Created Templates for Life and Annuity documents. When this code
is used, the document is sent to the Service Center as long as the template is used. There are
other meta data fields in the template.
Do not upload a document and add this field, the envelope will not go to the Service
Center and will create an error in the system.
* Do not change the Applicationld and LAN Type information in any templates.

* Other — This is used with all other envelopes that are uploaded by the end user. There are
templates that have the Applicationld of “Other”. If a template has the Applicationld “Other”, it is
the senders responsibility to get the document to the appropriate party for processing.

LAN_Type
* Only mandatory in templates with “LAN” selected. Do not change this field in templates.
* nBA_PS = New Business Life
* nBA_IR = New Business Individual Retirement
* nBA_GR = New Business Group Retirement
* Inforce_PS = Inforce Life
Inforce_IR = Inforce Individual Retirement
Inforce_GR = Inforce Group Retirement

Envelope Custom Fields

* Applicationld LAN_Type
If you LAN v | Inforce IR v
Upload a -- Select -- -- Select --
nBA_PS
document, Oiher g
always use nBA_GR
“"OTHER"! Inforce_PS

Inforce_IR
Inforce_GR




Certificate of Completion

1. This section provides information about the completed envelope. Each envelope has a unique
Envelope Id.

2. Recipient’s information is provided. Important Information: name, email address, IP address, and
the date and time the envelope was sent, viewed and signed. In this example, the sender is the
FP or FP’s assistant and Authentication is not required.

3. Recipient’s information is provided. Important Information: name, email address, IP address, and
the date and time the envelope was sent, viewed and signed. In this example, the recipient is a
client, Authentication was completed.

* Mandated by Equitable Fraud Office — all client’s must authenticate.

The Certificate of Completion will automatically be sent to the Service Center for all templates with the
Applicationld of “LAN” with a specific “LAN_Type”. The Service Center will be able to match the
Certificate of Completion with the document submitted. This is another reason the “TEMPLATES” must

be used.
Dn:uSz.'yw.

Higcunee

Certificate Of Completion

1 Envelope |1d: TF/EA326533B4E34832CR4BBA03C1DEE Status: Completed
Subject: Beneficiary Change Form - Kelly Test Client
Applicationld: LAN
LAM Type: Inforce P3S
Source Envelope:
Document Pages: § Signatures: 1 Envelope Onginator:
Certificate Pages: 5 Initials: O Helly Demo Esposito
AutoMav: Enabled 10 Main 5t
Envelopeld Stamping: Enabled Viporhees, NJ 09182
Time Fone: (UTC-05:00) Eastern Time (US & Canada) kelly espositoffaxa.us.com

IP Address: 141.191.20.10

Record Tracking

Status: Ongnal Heolder: Kelly Demo Esposito Location: DocuSign
48020 7-:23:56 PM kelly esposito@axa us com
Signer Events Signature Timestamp
2  Hely Demo Esposito CGITIP'E'IEE’ Sent 4/28/2020 7:26:13 PM
kelly espositodfana us.com Viewed: 4/3/2020 7:26:30 PM
AXA Demo - Kennelly Signed: 4/B/2020 7-23:03 PM

Security Level: Email, Account Authentication Using IF! Address: 141.181.20.10

{Mone)
Electronic Record and Signature Disclosure:
Mot Offered via DocuSign

3 Kelly Test Clent proswserr Sent 4/8/2020 7-28:04 PM
Kelly Esposito@equitabls.com filly St Chamt Viewed: 4/3/2020 T:32:06 FM
Security | ewel: Fmsil_Account Authentication R Signed: 4/B/H20 73241 PM

{Mone), Authentication
Signature Adoption: Pre-selected Style

Using IP Address: 141.121.20.10

Authentication Details
Phone Auth:
Transaction: 31407 8fp-B0d6-4915-820c-1dee3f485a63
Result: passed
Vendor ID: Authentfy
Type: PhoneAuth
Performed: 4/8/2020 7:31:42 PM
Phone: +1 315-278-2089
Electronic Record and Signature Disclosure:
Accepted: 4/8/2020 7:32:06 PM
ID: de4B4dec-f34-4f22-bdad-017f19ef2ecd

10



Access Authentication

When sending any documents to a client through this DocuSign Account, an extra layer of security
must be added. This process is mandated by the Equitable Fraud Department. The Financial
Professional (FP) or the FP’s assistant will add the Access Authentication and enter the client’s
known telephone number. On the DocuSign Screen, there is a note that indicates “$ A fee will be
charged per usage”, however no additional fee will be charged for using this service.

Steps to add “Access Authentication”

1. Log into DocuSign > NEW > “Use a Template” or “Send an Envelope” > Add Recipient’'s names
and email addresses > Next to the client's name — click the dropdown next to “MORE” > “Add
access authentication”.

2. Select “Phone $” under Send access authentication and add the client’s known telephone
number.
3. Once all recipient information and email information is completed, click “SEND”.
4. The client receives the email from DocuSign and clicks on “View Document”.
5. The client will receive a pop up message and click “CALL”.
6. The client will receive this second pop up with an automated 6-digit Authentication Code and the
client’s telephone will ring within 10 seconds. The client will answer and speak or type in the 6-
digit code, provide their name and the phone authentication will be complete.
1 See video in #7 — Review the Client’s Experience in
o PSR R EAVU: EAVU > Course Catalog > Practice
o] £ Addacosss authenticstion Management > Technology for Financial
il P8 Add private message Professionals > DocuSign Training
| — «.. Or—=_Click on the link below to access the video in
[ Prone s o -] IER = SharePoint:

|_J Allow recipient to provide phone number.
A fee will be charged per usage.
+ADD AUTHENTICATION

Review the Client’s Experience

Access Code

Phone $ 5 Security Requests from Sender

Kelly Demo Esposito
Equitable

Knowledge Based $

Phone Authentication

The sender has selected phone authentication.
® ACTIONS v RECIPIENT PREVIEW 31 o ofne rbor oty oo il nd ko bl ol

Authenticating Signer Name: Kelly A Milazzo

Please select a phone that you currently can answer to authenticate:

4 14/12 CREE

BB  Docusign Demo Syster <dse. demo@docusign.net
CANCEL

Change of Beneficiary - Kelly A Milazzo
° = If you are not near a phone to 2 ithenticate vrl, select "Cancel”, and retum when you are near one of the above phones.

6
Security Requests from Sender
Please review and sign your document 7 EQUITABLE Kelly Demo Essosit
elly Demo Esposito
Equitable

Kelly Demo Esposito (kelly.esposito@axa.us.com) Phone Authenication
Equitable Call Placed. Your phone should ring within 10 seconds.

From:

Hello Kelly Demo Esposit Whe s a5t21 he folowing Authentication Code into your phone:

Authentication Code: 438333

‘Once Yol Enier fie Coae I feSponce 1o the telephone prampt, and provide a veice sample, you wil b authenticated.

View Documents

If your phone does not rig within a minute, select "Back" and ensure you have entered the correct phone information.

11


https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/7_DocuSign_Review%20the%20Client%20Experience.mp4?csf=1&web=1&e=1vcBSm

Protection Solutions — Life New Business e

DocuSign templates available

All Financial Professionals should continue to use the existing STP eApp process via Salesforce and
Life eApp to submit Life New Business. This process is already integrated with electronic signature
capabilities.

New Business Applications that are available in eApp should not be uploaded directly into DocuSign
for signature. All New Business Applications must be completed through the Life eApp Tool.

If there are additional requirements, the Financial Professional can follow the process below.

Use the DocuSign Integrated Templates available. These templates will automatically be sent to Life
New Business Service Center for processing. Templates are available for the following type of forms:

* Acknowledgement & Disclosure — EOLI Policy

* Client Replacement Info Authorization Form 10A

» Definition of Replacement Form

* FP Certification

* HIPAA Authorization Form

* Notice & Consent Form

* Notice of Replacement Form

» Sales Material Used Form

* Supplemental Entity Ownership Form

* Supplemental Entity Payee Form

* System-Matic Form (EFT)

* Trusted Contact Person Authorization Form

« W-9

Note: The DocuSign Templates will have an Application ID of “LAN” and a LAN_Type of “nBA_PS”.
Do not change this information as it is required by the Service Center for processing. For DocuSign
templates, the certificate of completion is automatically sent to the Service Center.

Envelope Custom Fields

* Applicationld LAN_Type

LAN v| |rears v

Follow the process “Use A Template — QRC”.

See video in #2 - How to Use a Template in EAVU:

EAVU > Course Catalog > Practice Management > Technology for Financial Professionals >
DocuSign Training

Or — Click on the link below to access the video in SharePoint:

How to Use a Template

12


https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/2_DocuSign_How%20to%20use%20a%20Template.mp4?csf=1&web=1&e=sqduko

Protection Solutions — Life New Business e

Process to upload forms or illustration into DocuSign
DocuSign

Approved for DocuSign Upload

All other required Life New Business forms or the conforming illustration can be uploaded into this
DocusSign Account and sent to the client for his/her signature.

Note: The Application ID must always be “Other” and the LAN_Type will
remain as “select” for documents that are uploaded. This tells the system

not to send it to the Service Center. The FP or Assistant will be
responsible for uploading the document once complete in NBA.

Envelope Custom Fields

* Applicationld LAN_Type

| Other v | | -- Select - v |

Once the form or conforming illustration is completed, it is the responsibility of the Financial
Professional to send the PDF copy of the completed document along with the certificate of completion
to the Service Center for processing. Without the proper certificate of completion attached, the service
center will not process the document. There are two ways to get these documents to Life New
Business for processing: (1) upload the documents into Life NBA by following the directions in
FB18-181 — Website Enhancements for New Business Activities and Business Tracker Websites

or (2) email the documents to DMC_Underwriting _Regts@equitable.com.

Business

Tre@

Notifications

Follow the process “How to upload an lllustration & Send an Envelope — New Business - QRC”.

See video in #3 — How to upload an lllustration & Send an Envelope in EAVU:
EAVU > Course Catalog > Practice Management > Technology for Financial Professionals >
DocuSign Training

Or — Click on the link below to access the video in SharePoint:

How to upload an lllustration & Send an Envelope
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Protection Solutions — Life Inforce Businesse

DocuSign templates available

All Financial Professionals and their assistants will have access to the following DocuSign Life Inforce
Templates:

* Beneficiary Change Form — Cat# 137177

» Broker Transfer Authorization Form — X03837_BTA

* Non-Financial Change — 049548E

* One-Time Transfer Change of Allocations — Cat# 114771

* Ownership Change — Cat# 137178

» Systematic Payment Plan — 060739E

The DocuSign Templates will have an Application ID of “LAN” and a LAN_Type of “Inforce_PS”. Do
not change this information as it is required by the Service Center for processing. For DocuSign
templates, the certificate of completion is automatically sent to the Service Center.

Do not complete these documents and upload your own into DocuSign. This action will cause the
document to fail and the Service Center will reject the document.

An email with the document will not be accepted.

All documents received prior to 4:00pm ET will be indexed and sent to the Service Center for
processing with the effective date for that business day if in good order. All documents received after
4:00pm ET will be indexed and sent to the Service Center the next business day.

The Financial Professional will be contacted by email, if any document received is not in good order.

Follow the process “Use A Template — QRC”.

See video in #2 - How to Use a Template in EAVU:

EAVU > Course Catalog > Practice Management > Technology for Financial
Professionals > DocuSign Training

Or — Click on the link below to access the video in SharePoint:

How to Use a Template
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Group Retirement Inforce & New Business e

DocuSign templates available

All Financial Professionals and their assistants will have access to the following DocuSign Group
Retirement Inforce and New Business Templates:

Inforce

* Equivest Request for Change of Beneficiary — Cat# 125279

* Equivest - Dollar Cost Averaging — Cat# 126209

» Equivest - Direct Deposit Election and Change Form — Cat# 126917

* Equivest Non-Financial Change — Cat# 126201

» Equivest One-Time Transfer Change of Allocations Asset Rebalancing — Cat# 133704
» Equivest - Transaction Acknowledgement Form (TAF)

* Equivest - Request for Internal Rollover from TSA to TSA Form — Cat# 153852

* Equivest Annuity - Limited Transfer Authorization Form — Cat# 146335

New Business

* Supplemental Beneficiary Form - AXA Equitable New Business App — Cat# 150564
* Equivest - eDelivery Election Form — Cat# 156310

* Equivest Replacement Acknowledgement Form

* Equivest - Transaction Acknowledgement Form (TAF) Supplement

New Business Applications should not be uploaded into DocuSign for signature. All New Business
Applications must be completed through the Annuity eApp Tool, any applications received through
DocuSign directly will not be processed.

The DocuSign Templates will have an Application ID of “LAN” and a LAN_Type of “Inforce_GR” or
‘nBA_GR”. Do not change this information as it is required by the Service Center for processing.
For DocusSign templates, the certificate of completion is automatically sent to the Service Center.

Do not complete these documents and upload your own into DocuSign. This action will cause the
document to fail and the Service Center will reject the document.

An email with the document will not be accepted.

The only document for Group Retirement that can be uploaded for the client’s signature is the Salary
Reduction Agreements (SRA), however it will be the responsibility of the Financial Professional to (1)
verify that the Third Party Administrator (TPA) will accept the eSignature and (2) submit the SRA to
the appropriate TPA for processing.

All documents received prior to 4:00pm ET will be indexed and sent to the Service Center for
processing with the effective date for that business day if in good order. All documents received after
4:00pm ET will be indexed and sent to the Service Center the next business day.

The Financial Professional will be contacted by email, if any document received is not in good order.

Follow the process “Use A Template — QRC”.

See video in #2 - How to Use a Template in EAVU:

EAVU > Course Catalog > Practice Management > Technology for Financial
Professionals > DocuSign Training

Or — Click on the link below to access the video in SharePoint: 15
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Individual Retirement Inforce & New Businesg

DocuSign templates available

All Financial Professionals and their assistants will have access to the following DocuSign Individual
Retirement Inforce and New Business Templates:

Inforce

» Retirement Cornerstone SCS Investment Edge - Direct Deposit — Cat# 146196
* Accumulator Non-Financial Change — Cat# 130037

» Retirement Cornerstone Non-Financial Change — Cat# 143999

* Accumulator One-Time Transfer Change of Allocations — Cat# 133588

* Individual Retirement Replacement Acknowledgement Form

* IR Annuity - Limited Transfer Authorization Form — Cat# 146335

New Business
* ACORD - 1035 Exchange Rollover and Transfer Form
* (For LPL Transfers Only)

New Business Applications should not be uploaded into DocuSign for signature. All New Business
Applications must be completed through the Annuity eApp Tool, any applications received through
DocuSign directly will not be processed.

The DocuSign Templates will have an Application ID of “LAN” and a LAN_Type of “Inforce_IR”. Do
not change this information as it is required by the Service Center for processing. For DocuSign
templates, the certificate of completion is automatically sent to the Service Center.

Do not complete these documents and upload your own into DocuSign. This action will cause the
document to fail and the Service Center will reject the document.

An email with the document will not be accepted.
All documents received prior to 4:00pm ET will be indexed and sent to the Service Center for
processing with the effective date for that business day if in good order. All documents received after

4:00pm ET will be indexed and sent to the Service Center the next business day.

The Financial Professional will be contacted by email, if any document received is not in good order.
Follow the process “Use A Template — QRC”.

See video in #2 - How to Use a Template in EAVU:
EAVU > Course Catalog > Practice Management > Technology for Financial
Professionals > DocuSign Training

Or — Click on the link below to access the video in SharePoint:

How to Use a Template
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Additional Templates Available

Additional Templates that are not integrated

The following templates are not integrated which means they have an Application Id of “Other” and
the documents are not sent to the Service Center. It is the Financial Professionals responsibility to
send these documents to the appropriate area if applicable.

» Authorization to Share ATS

AXA Morningstar Standard Risk Tolerance Questionnaire

» Client Profile

» Life Insurance lllustration Certification

The Financial Professional will be contacted by email, if any document received is not in good order.
Follow the process “Use A Template — QRC”.

See video in #2 - How to Use a Template in EAVU:
EAVU > Course Catalog > Practice Management > Technology for Financial
Professionals > DocuSign Training

Or — Click on the link below to access the video in SharePoint:

How to Use a Template
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Use a Template — QRC

DocuSign

Log into Equitable.com

« Click on “Tools”.

* Click on “See all tools & pick favorites”.

» Scroll down to “D” and drag “DocuSign” to your favorites.
* Launch “DocuSign”

I See all tools & pick favorites > I

EQUITABLE
ADVISORS FAVORITE TOOLS

=‘ﬂ(-w&mm

Q Log into DocuSign

» Enter your Equitable.com email (If you have a DBA email, that email will be used.)
* Click “CONTINUE".
* Type in your password, click “LOG IN”.

DocuSign
D uSign, Please log in to your account

kelly.esposito@axa-advisors.com
Please log in to your account

mail address

LOG IN

CONTINUE
Forgot password

Na account? Sign up for free

Sign in as a different user

Note: If you forgot your password and are unable to reset your password prior to the
SSO implementation, please email Daniel.Zubrowski@eqguitable.com.

° From the DocuSign Home Page
* Click “NEW”.
» Click “Use a Template”.

DocuSign eSignature Manage

Templates Reports Admin

Sign or Get Signatures

Send an Envelope

Sign a Document

Use a Template

OVERVIEW Last 6 Months WHAT'S NEW Create a PowerForm
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Use a Template — QRC

Click on “Shared with Me”

* Type in the name or part of the name of the template in the search window — hit
the “enter key” on your computer.

* Click “ADD SELECTED” on the bottom left.

Select Template

| Q, HIPAA
® T
=% Shared with Me Name Owner
Al Templates

(®) HIPAA Form (non-ICC) Kelly Esposito
W Favorites

() HIPAA Form NY Kelly Espositc

v Folders (O HIPAAForm (ICC) Kelly Esposito

ADD SELECTED CANCEL

e The role for each recipient will be displayed.
* As the sender, your name and email will automatically populate. Add the name
and email of each recipient (The role could be an Insured, Owner, Client,

Participant.)
Recipients
1 Sender # NEEDS TO SIGN  MORE v
Name * I
S — ) No_tlce you have an
Emai® action of “NEED TO
kelly sepasitodara-advisors.com SIGN”. Even if you are
not signing the
Insured NEEDS TO SIGN MORE ¥
‘ document, you have

8 an action to complete
the document or part

Email *

of it.

° Click the dropdown next to “MORE”.
» Click “Add access authentication”.
» Click the dropdown under “Select access authentication”.
* Type in the client’'s known telephone number.

2 Insured # NEEDS TO SIGN | MORE ¥

Name *
[ Mickey Mouse a ‘ | £ Add access authentication

Add private message

Email *

[ Mickey@gmail.com ‘

P Selectaccess aulhenlica!w Close
(| 1

| Phone $ - I | +1 v | Phone number ‘ Ext | Discard 19
!

' Access Code 2 number.

C—
Knowledge Based $



Use a Template — QRC

a Envelope Custom Fields

* The ApplicationID for an integrated template is always “LAN”.
+ DO NOT CHANGE THE TEMPLATE AppliationID of “LAN” or LAN_TYPE.

Envelope Custom Fields

* Applicationld LAN_Type
LAN v nBA_PS v
-- Select --
Message to All Recipients nBA IR

Custom email and language for each recipie nBA_GR = A

To: Kelly Demo Esposito Inforce PS

Inforce IR
m ADVANCED EDIT DIS
Inforce_ GR

Note: These codes tell the system where to send the document. Do not
upload your own document and assign the ApplicationID and LAN_Type, it
will error. There are other codes within the template that will allow this
template to be passed to the Service Centers.
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Use a Template — QRC

° Message to All Recipients
*  The email message is in the templates are customized for each recipient. You can
add to the email message. Once you are ready to send the document - click

“SEND”.

Message to All Recipients

Custom email and language for each recipient

To: Kelly Demo Esposito

NOTE: In the subject
line — the

Email Language *

| English (US)
[[Insured_UserNamel]]
Email Subject * will populate the
| HIPAA Form (non-ICC) - [[Insured_UserName]] Insured’s name in the
Characters remaining: 57 subject.
Email Message Do not change the
Elzjl's;?omplete the HIPAA Form (non-ICC) for the above info rm at| on or d e| ete_

Characters remaining: 9937

To: Mickey Mouse

Email Language *

| English (US) v |

Email Subject *

| HIPAA Form (non-ICC) - [[Insured_UserName]] |

Characters remaining: 57

Email Message

Please sign the HIPAA Form (non-ICC).

Characters remaining: 9963

m ADVANCED EDIT DISCARD

o Envelope Custom Fields
* The sender will be prompted to Sign Now. Click “SIGN NOW”. Click “CONTINUE”.

b

Do you want to sign this document now?
Please Review & Act

Kelly Demo Esposif
SIGN NOW SIGN LATER
Please complete the HIPAA Form (no

Please review the documents below.

CONTINUE 21




Use a Template — QRC

Complete the Form

» Complete the form where indicated. Mandatory fields are in red. Optional fields
are in gray.

* Once completed, click “FINISH”.

» If you are unable to complete the form at this time, click the “OTHER ACTIONS”
dropdown and select “Finish Later”.
* To complete the document at a later time
* Loginto DocuSign > Go to MANGE > Find the envelope you
sent in your “Inbox” or “Sent” folder > Click “SIGN” on the right

side.
Please review the documents below. FI NlSH OTHER ACTIONS v

Q Q ‘i‘v E @ Finish Later

YCUMENT ONLY Help & Support ('

DocuSign Envelope 1D: 8FCBC921-E456-4DC5-BODA-BEBADDODI544 NG SERVICE 2

This authorization is valid for the AXA Equitable Lite-Insgrance Oompany and: 20 About DocuSign [
MONY Life Insurance Company of America |5 Indicate Policy / :} View History

o . View Certificate (PDF) (4
Proposed Insured’s Name | I ] DateofBith ] iew Certificate (PDF)

Session Information

AUTHORIZATION TO RELEASE INFORMATION PROTECTED BY THE HEALTH
INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996 (“HIPAA™)

TO OBTAIN HEALTH INFORMATION In this authorization, “I" “we” “our” “me” and
“us” means the Proposed Insured/Patient or Authorized Representative. | (We) authorize

Once completed by the Sender
* The envelope will be sent to all recipients in the specific order and then sent to the
Service Center for processing.

* The sender will receive an email when each recipient reviews and signs the
document(s).

*  When the envelope is complete, all recipients will received an email with the
completed document. Click on “View in DocuSign” and download the document to
be stored in PaperClip. Or, you can log into DocuSign > Go to “MANAGE” > find
the envelope and click document name, then click on the download icon to the
right. See # 5 Video on EAVU or click on the link below to access the video in
SharePoint.

DD /l‘-‘I - Mo aystem <dse_demo@ docusign.net>
HOW to DOW n | 0 ad a Cump\e;ed: HIPAA Form (nen-ICC) - Kelly Test Cl\erﬂ-
completed Envelope N

Kelly Test Client,

All parties have completed the envelope *HIPAA Form (non-ICC) - Kelly Test Client'

To view, download or print the completed document click below.

22
View in DocuSign

Alternately, you can acces
Docus

iments. by visiting docusign com, clicking the "Access
k, and using this security code

11167894403B4F65ATB28B3B598BC467 1
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How to upload an lllustration & Send an

Envelope — New Business — QRC
DocuSign

‘ Log into Equitable.com
* Click on “Tools”.
» Click on “See all tools & pick favorites”.
» Scroll down to “D” and drag “DocuSign” to your favorites.
* Launch “DocuSign”

S Al (18 & IOk TaveTts =
U (G I See all tools & pick favorites I

EQUITABLE DOCUSIgn

ADVISORS FAVORITE TOOLS

=‘ﬂ(-w&mm

Q Log into DocuSign

» Enter your Equitable.com email (If you have a DBA email, that email will be used.)
* Click “CONTINUE".
*  Type in your password, click “LOG IN DocuSign

H 5 Please log in to your account
DocuSign iRy

kelly.esposito@axa-advisors.com

Please log in to your account

mail address

LOG IN

CONTINUE
Forgot password

Na account? Sign up for free

Sign in as a different user

Note: If you forgot your password and are unable to reset your password prior to the
SSO implementation, please email Daniel.Zubrowski@eqguitable.com.

° From the DocuSign Home Page
* Click “NEW".
» Click “Send an Envelope”.

DocuSign eSignature

Sign or Get Signatures NEW

Send an Envelope I

Sign a Decument

Use a Template

OVERVIEW Last 6 Months WHAT'S NEW Create a PowerForm
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How to upload an lllustration & Send an
Envelope — New Business — QRC

0 Click on “Upload”
» Select the folder where you document is saved.
» Select the illustration or document by double clicking on the document or click
“Open’.

Add Documents to the Envelope

G Open

A || > Esposito, Kelly > OneDrive - AXA365NA > Documents > 1-DocuSign > 1- Uploads

Organize v New folder

A [ Name Date modified

UPLOAD
s Quick access

- Followup Medical Evidence_FME Life ...  4/4/2020 11:07 AM
[ Desktop g P _

@ lllustration Example for Life New Busin..  4/4, [SQJ 11:06 AM

USE A TEMPLATE

|=] Documents

GET FROM CLOUD v

e If an interactive PDF is uploaded
* A pop up will display “We found form fields for...”.
» If you would like to add another required form, click “UPLOAD” (follow step 4 above).

Add Documents to the Envelope

M IUL Protect, Series 160
Fie T
"

I (D We found form fields for lllustration Example for Life New Business.pdf. X

USE A TEMPLATE

GET FROM CLOUD
lllustration Example for Lif...

21 pages

° Add yourself as the first recipient
» Check the box in front of “Set signing order”.
* Add your name and email address.
* Click “ADD RECIPIENT” to add the next recipient.

Set signing order

Name * # NEEDSTOSIGN ¥  MORE v
| Kelly Demo Esposito B |

" Email *

| kelly.esposito@axa.us.com |

*8 ADD RECIPIENT
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How to upload an lllustration & Send an
Envelope — New Business — QRC

‘ Add the 2"d Recipient (Client’s name & email address)
» Click the dropdown next to “MORE”
» Click “Add access authentication”.
» Click the dropdown under “Select access authentication”.
* Add the client’s known telephone number.
* This is mandated by the Equitable Fraud Department.

. Access
[v/] set signing arder 5 g
Authentication
E MName * # NEEDS TO SIGN ~ MORE ¥ |S requ”-ed for
| Mickey Mouse BJ )
| £ Add access authentication Clients.
Email *
| mickey@gmail com ‘ P Add private message
£# Advanced sattings
*& ADD RECIPIENT
P Selectaccess auihenﬁca!w Close
I 1
Phone $ v +1 v | Phone numbe: Ext | Discard
| [ ] |
i Access Code 2 number.

O

Knowledge Based $

° Add the 3 Recipient
« Click “ADD RECIPIENT".
¢ Add Financial Professionals name and email address.

*2 ADD RECIPIENT

3 Name * # NEEDS TO SIGN ¥ MORE ¥

¥ Email +

° Envelope Custom Fields

» Select the “Applicationld” — “Other” - Must always be “Other” when upload a
document.

* Do not add a “LAN_Type” — leave “-Select-”

Envelope Custom Fields

* Applicationld LAN_Type

Other v | | -- Select - v

The Applicationld of “Other” means that the document is not sent to the Service Center.
The sender must download the completed documents and certificate of completion to send
to Life New Business or upload into NBA.
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How to upload an lllustration & Send an
Envelope — New Business — QRC

c Message to All Recipients
* The name of the illustration and document will be populated automatically in the
“Email Subject”. This information can be update for a better client experience.
» Best Practice: Add the Client's Name to the Subject Line.
* Type an email message such as: Please review and sign the lllustration and
Follow-up Medical Evidence Form.
» If you would like a different email message for each recipient, check box in front of
“Custom email and language for each recipient”.
* Once you are ready to send the document - click “SEND”.

Custom email and language for each recipient
To: Kelly Demo Esposito

Email Language *

| English (US) v |

Email Subject *

| Please DocuSign: lllustration and Fellowup Medical Evidence Form - Mickey Mouse |

Characters remaining: 21

Email Message

Please review and sign the lllustration and Followup Medical Evidence Form.

Characters remaining: 9924

m ADVANCED EDIT DISCARD

Click “NEXT” to continue the process

» If you would like to save the envelope as a “Draft” and complete the envelop later, click
the dropdown next to “ACTIONS” and select “SAVE AND CLOSE”.

* “RECIPIENT PREVIEW” can be select to preview the recipient experience, at this point it
is not the best time to preview since there are a few additional steps required.

@ ACTIONS v RECIPIENT PREVIEW NEXT

SAVE AND CLOSE

SEND NOW
26
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Manage PDF form field data

assigned to one of the recipients.

you to assign the fields to yourself.
» Select the radio button in front of “Assign to:”
“CONFIRM”.

Manage PDF form field data

What would you like to do?

@ Assignto
| -- Select Recipient - v |
(- Select Recipient -

Kelly Demo Esposito
() | Mickey Mouse

Kelly A Milazzo
Convert the form fislds and their data to DocuSign fields and assign them
to a recipient to edit and complete.

Learn Mare

How to upload an lllustration & Send an
Envelope — New Business — QRC

c » Since an interactive PDF was uploaded, the fields are picked up and need to be
* Thatis why, you added yourself as the first recipient, since this will allow

, then, select your name and click

Fields and Date Signed Fields

must be deleted.

< I Please DocuSian: lllustration and Followup Medical Evidence Form - Mickey Mouse
T

Kelly Demo Espesito

L)
X

» Scroll through the form to review each of the fields.
* Since the PDF had a text box for the Signature field and date field, these fields

» Click on the field and hit “delete” on your keyboard.
* On the left side the names will be listed and color coded. Click the dropdown to see
each recipient and click the name to select that recipient.

o 122% v

Kelly Demo Esposito
Mickey Mouse

Lisa Howie

Edit Recipients

BACK m

e Review all text boxes and other fields on the form and add Signature

27

Delete Slgnature & Date text boxes T 7ot
2 UMDETee page nosta ave revie g unoersana mat
Standard Fields its Jurpose is to ha\p me understand how the uullcy works, but that il 1 not pan of an Jpsurance contract. | -
undlrstand that any non-guaranteed elements illusirated are subject to change and clluld be either higher or lower. Recipient
MYWepresentative has told me they are not guaranteed
F # signature % T Kelly Demo Esp... ¥
ignature of Policyowner, with titie If applicable Date
@ DS inita 9 Y PP [T} Required Field
[ [ -
L stamp “Signaljure of Policyowner, with title If applicable Date ["] Read oniy
Q | certif@ithat this illustration has been presented to the applicant and | have explained that any non-guaranteed eleme:
() Date Signed illust are subject to change. | have made no statements that are inconsistent with this illustration.
Lisa Howie carolinas [ Add Text
ignature of Associate or Representative Associate Name Agency Date -
= Add Tex
am Name 125 Test St charlotte Ne [28213 | [12345 [ro43092711
Associate Address Associate Code Associate Phone # i
B company
For details on how we protect your personal information, please visit https://equitable.comicustomer-service/privacy-security.
i Title Save As Custom Field
hd Delste



How to upload an lllustration & Send an
Envelope — New Business — QRC

Q Add Signatures and Date Signed fields to the documents
» Select each recipient that must sign the document.
* Under the “Standard Fields” > Drag and drop each “Signature” and “Date Signed”
fields.
* Be sure the correct color is added to the correct signature line on the document.
In this example, some of the text fields were completed prior to uploading this

@ ACTIONS v RECIPIENT PREVIEW SEND

Jpce of Lapse Tarmination a0 0 Lietime Coverage] -
Impertant Confirmations Documents -3

#t8ndard Fields These benefits and values are not on which elements are based on are

subject to change by the insurer and actual results may be more or less favorable. | understand that the

v Kelly Demo Esposit Company Is relying on me to confirm the following information: llustration Example... A
elly Demo Esposito . .
Y o & signature + | have recsived a copy of all numbered pages of this illustration. | have reviewed this illustration and understand that Pages: 21
Mickey Mouse its purpose is to help me understand how the policy works, but that it is not part of an insurance contract.
DS Initial understand that any non-guaranteed elements illustrated are subject to change and could be either higher or lower.
) Lisa Howie & - ;G'-.-- entative has told me they are not guaranteed.
&L Stamp + Date Signed
Edit Recipients o) ‘of Policyowner, with title if applicable Date
[ Date Signed
Date

I certify that this illustration has been presanted to the applicant STeT zaar ap ni-guarameed slements
& \ame S Bre subject lo change. | have made no statements that are inconsistent with this | n.
- 5 =

+ Lisa Howie carelinas ___|pate signed o n

B company Assoclate Name Agency ate
B [125 Test st charTotte NC 28213 | [12345 7043082711

Associate Address Associate Code Associate Phone® =

For details on how we protect your personal i 1, please visit lcustomer-ser -security. - =

—_— - BB - S

e Review all text boxes
» All text boxes are assigned to you and are in yellow. You can select and assign the text
box to one of the other recipients.
* To make the field mandatory, select the text box and click on “Required Field”.
» Additional fields to the right:
* Character Limit — The maximum for any text field is 4000.
* Formatting — The formatting of the text can be changed.
» Data Label — This field is automatically labeled. This can be changed.
* Tooltip — Type in the name that you would like the recipient to see.
» Validations — The default is “None”. Standard options are: SSN, Email, Numbers,
Letters, Date, Zip+4 and Zip.
* Note: Since you are coming the text fields as the first Recipient, no need to spend too
much time updating these fields.

< ‘ Please DocuSign: lilustration and Followup Medical Evidence Form - Mickey Mouse ® ACTIONS v RECIPIENT PREVIEW SEND

Kelly Demo Esposito v bo) [x] 120% ¥
Qs x m (Safect One) -
A4 AXA Equitable Life Insurance Company APPLICATION PART 2: T Text
oo 8 1290 Avenus of the Americas, New York, NY 10104 MONY Life Insurance Company of America  FOLLOW-UP MEDICAL
rd Fi
EVIDENCE QUESTIONS Recipient ~
£ £ signature Kelly Demo Esp... ¥
AXA Equitable™ is the brand name of AXA Equitable Financial Services, LLC and its family of companies, including the AXA Equitable Life /
I e Compa MONY Life Insur  of —
® DS it nsurance Company and MONY Li i osiancs Company of America » (] Required Fisid
This form is to be J by the Prop Insured his/her health for underwriting purposes. g
& stamp | Read Only
Q Policy # (if known)
B Date signed 1. Name Frs I Miase I —
Add Text -~
2a. Date of Birth (mmiddyyyy) 20.[C Male | () Female
& Name g 3. Height ft in.  Weight (Ibs) .
B Company 4. Has the Proposed Insuad's waisht.shanged by more than-10.nounds.in-the last 6 mopthe2 Yaa [l -
1t "Yes,” Pounds Lost Pounds Gained Reason .
i Title 4000 ‘ Character Limit
| | 5. Does the Proposed Insured have a personal physician? Jes| o No -
il ! Formatting ~
Data Label v 28
Tooltip v
Validation v -

Save As Custom Fiald

Delete



How to upload an lllustration & Send an
Envelope — New Business — QRC

c Add additional fields
» Drag the “Signatures”, “Date Signed”, “Full Name”.
» Reassign the “City, State” field to the Client and make the field a “Required Field” by

check the box as indicate above.
* Click “SEND”.

Be sure to allow space for the date stamp. The date stamp includes

the hours, minutes and seconds. Moving the date will prevent the
date from covering or stamping over the signature.

()
o
8
&
‘

Lisa Howie A

Q * & Name
Standard Fields §
Recipient ~
= The shovesatsmards e nawers s e ardcomplee b e best oy knowdocgeand bkl | gyt s sislemens r arvers
<+ & Signaturs will be part of the application, The insurer may rely on them in acin Lisa Howie v
@ OS5 it ‘?—Y v Kelly Demo
B Dated sl " on . m— = Esposito
L stamp 5 oy sue y FrT— ™ o
Q § Mickey Mouse
Sign
B Date signed =
Signature of kcensed Financial Professional [Date Signed] v Lisa Howie
e A Tooltip v
B rame
Location ~
B company
- Title Save As Custom Fisld
- Delate

@ ACTIONS ¥ RECIPIENT PREVIEW SEND

Q Envelope Custom Fields
* The sender will be prompted to Sign Now. Click “SIGN NOW?”. Click “CONTINUE”.
* Click “START” and complete all the appropriate fields.
* Then, click “FINISH”.
* The envelope will be sent to the client.

Do you want to sign this document now?

SIGN NOW SIGN LATER

Please Review & Act on These Documents

Kelly Demo Esposito
Equitable

Please complete the HIPAA Form (non-ICC) for the above Insured.

Please review the documents below. CONTINUE

Please review the documents below. FINISH OTHER ACTIONS v

29
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How to Resend an Envelope — QRC

Log into Equitable.com

» Click on “Tools” > Click on “See all tools & pick favorites” > Scroll down to “D” and drag
“DocuSign” to your favorites. Launch “DocuSign” > Log into DocuSign > Enter your
Equitable.com email (If you have a DBA email, that email will be used.) > Click “CONTINUE” >
Type in your password, click “LOG IN”.

DocuSign

Please log in to your account

4©

EQUITABLE

ADVISORS

Email address

a w L} rl=
Kelly Esposito ¥ A ' cexrs [ T CONTINUE
s B | (s
= 0 oee D2 QR Mo account? Sign up for free

I

Go to “Manage”

» Search for the envelope the “Inbox” or “Send” box.

* Type the name of the client or the name of the document in the “Search Inbox
and Folders” search box.

Docusign' esignature Home Manage Templates Reports Admin @ % EQUITABLE KE
| ew [ T — || e
Filtered by: Date (Last 6 Months) | Edit
Shared Envelopes
Subject Status Last Change ¥
ENVELOPES
Please DocuSign: lllustration and Followup Medical Evidence Form - Mickey ... 4/11/2020
_ B 0 Need to Sign .
& Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more 1:00:32 pm
g Sent ) . ) .
m 0 Please DocuSign: lllustration Example for Life New Business.pdf Need te Sign 4/10/2020
[ Drafts — To: Kelly Demo Esposito 9 06:11:17 pm
B Deleted . . P
u @ Beneficiary Change Form - Kelly A Milazzo Waiting for Others 4.»1@-?_0 RESEND .
To: Kelly Demo Esposito, Kelly A Milazzo 04:48:59 pm

PowerForms.

Once the envelope has been found

* Hover over the “Waiting for Others” to see the name of the recipient.

* Click “RESEND”.

* A message will display to confirm the envelope has been sent to the recipient.

Docusign‘ esignature Home Manage Templates Reports Admin @ % EQUITABLE KE

Inbox and Folders J
v/ Beneficiary Change Form - Kelly A Milazzo was resent to recipients.

%= FILTERS

Filtered by: Date {

Shared Envelopes

Subject Status Last Change v
ENVELOPES
D 0 Please DocuSign: lllustration and Followup Medical Evidence Form -|Mi 1142020 mn
i@ Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more WAITING FOR 1:0p:32 pm
4 sent » Kelly A Milazzo
m 0 Please DocuSign: lllustration Example for Life New Business.pdf Sent on 4/10/2020 | 04:47:02 pm 102020
(; Drafts o To: Kelly Demo Esposito 3:10:17 pm
B Delsted 3 P I
U @ Beneficiary Change Form - Kelly A Milazzo Naiting for Qthers alt _5).0 RESEND | v
To: Kelly Demo Esposito, Kelly A Milazzo _4:4p:59 pm 30
B PowerForms .




Download a document from the email notification

The completed email is received from DocuSign. Click on the “View in DocuSign” link in the
completed email.

Fri 11/8/201

.
DS DocusSign System <dse_na?@docusign.net>
Completed: Employment History Commission Information Form
o Kelly A Milazzo

() Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message

Your document has been completed - |

Kelly A Milazzo,

Al parties have completed the envelope 'Employment History Commission Information Form’

To view, download or print the completed document click below

View in DocuSign

hese documents by visiting docusign.com, clicking the "Access Documents” link
e

Alternalely, you can access
and using this

834B672001D842EABT 26 C2A34D0B82

Click the down arrow on the top of the document and select “Combined PDF” and save the
document. If “Separate PDFs” is selected, you will see a zip file with the document along with
the certificate of completion.

v

DocuSign Envelope ID: 3B4CC126-F9D5-4D90-8601-71 v

[ Combined PDF

E Separate PDFs
¥
D

Select “Save as” and save the pdf copy to your one drive or save a copy in PaperClip in the
client’s file.

Save
Save as
Do you want to open or save Employ _History_C ission_Information_For.pdf (297 KB) from na2.docusign.net? Open Save | |V Save and open
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Download a document from DocuSign

like to download.

DOCUSign' eSignature Home Manage Templates Reports

Shared Envelopes Filtered by: Date (Last 6 Months) | Edit

Admin

Q Search Inbox ar

Subject Status
ENVELOPES
Important Notice 10C NY - Donald Duck / Daisy Duck .
— Waiting for Oth
Bd Inbox D o To: Kelly Esposito, Donald Duck +1 more alfing for Dthers
7 Sent
HIPAA Form (non-ICC) - Mickey Mouse
[;> Drafts D Vil e ¢ s .) e v Completed
’ Forteity Esposito; Trtckey vouse
Q Click the download icon on the right side of the screen.
HIPAA Form (non-ICC) - Mickey Mouse ®
Last change on 11/22/2019 | 08:07:36 pm
Sent on 11/22/2019 | 10:19:43 am
+/ Completed
MOVE MORE ¥ 5,

Go to DocuSign.com and log in with your email address and password. Go to “MANAGE” and
click on the document name in the subject column with the “Completed” status that you would

zip file with the document along with the certificate of completion.
DOWNLOAD

Select which files you would like to download

mpletion 1 PDF

Combine all PDFs into one file

DOWNLOAD CANCEL

e Select “Combined PDF” and click “DOWNLOAD?”. If “Separate PDFs” is selected, you will see a

it into PaperClip in the client’s file. Or, open — click print and save as a PDF.

v wnuney mvuse
2 Mickey123@

ickey yopmal Open
Always open in Adobe Reader

Open with system viewer
Show in folder

Cancel

% HIPAA_Form_(non-...pd} ¥

1 HIPAA Form_(non-ICC)_- Mickey Mouse.pdf

The download will appear on the bottom left of your screen. Click the arrow and select “Show in
folder”. At this point, you can right click and copy and paste into your one drive or drag and drop
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How to Use Share Envelopes — QRC

Shared Envelopes — Allows one or more users to share envelopes.

‘ Log into Equitable.com
» Click on “Tools” > Click on “See all tools & pick favorites” > Scroll down to “D” and drag
“DocuSign” to your favorites. Launch “DocuSign” > Log into DocuSign > Enter your
Equitable.com email (If you have a DBA email, that email will be used.) > Click “CONTINUE” >
Type in your password, click “LOG IN”.

DocuSign
(@
aw
EQUITABLE Please log in to your account
ADVISORS
Email address
Q = 28/
Kelly Esposito ¥ " L s
CONTINUE
Br=s=
No account? Sign Up for free

Q Go to “Manage”

* Click on “Shared Envelopes”.

DocuSign eSignature Home Tomplates  Reports  Admin ® EPEQUITABLE  KE

Inbox Q, Search Inbox and Folder 2= FILTERS

Filtered by: Date (Last 6 Months) | Edit
Shared Envelopes
Subject Status Last Change ¥

ENVELOPES

[[] @ Please Docusion: llustration and Followup Medical Evidence Form - Mickey . . g0 4/11/2020 mn
&4 Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more 11:00:32 pm
9 Sent Please DocuSign: lllustration Example for Life New Busil df 4/10/2020

[[] @ Piease Docusign: lilustration Example for Lifs New Business.p: Need to Sign 410202
[ Drafs To: Kelly Demo Esposito 06:11:47 pm
W Deisted _ .

[[] @ Benefisiary Change Form - Kelly A Milazzo Waiting for Others 4/10/2020 ——

To: Kelly Demo Esposito, Kelly A Milazzo 9 04:48:59 pm

B PowerForms

° Click the radio button in front of the name
+ Click “SELECT".

Shared Envelopes

Name Email
(O Allan Axa Kennelly di.signer1@gmail.com
(®) Angela Brody angela.brody@axa.us.com

SELECT CANCEL

0 In the “Manage” section of another user
* The menu bar will display “Envelopes belonging to... Return to my envelopes.
* To go back to your “Manage” section, click “Return to my envelopes”.
* You can take the following actions: resend, correct, void or transfer ownership of an
envelope.
* You cannot create a new envelope or use a template.

DOCI..ISIgn‘ eSignature Home Manage Templates, Reports Admin @ @ EQUITABLE KE

Shared Envelopes. Sent Qs = ind Fe 2+ FILTERS
ENVELOPES Filtered by: Date (Last 6 Months) | Edit
& Inbox Subject Status Last Change ¥
7 Sent i R 26/200
[[] @ Beneficiary Change Form - Angela Brody e 1o be Sianed 3/26/2020 Fe—
To: Angela Brody, Angela Brody h @ 08:23:40 am 33

B Deleted



Use a Template with Advanced Edit — QRC e

‘ Log into Equitable.com
» Click on “Tools” > Click on “See all tools & pick favorites” > Scroll down to “D” and drag
“DocuSign” to your favorites. Launch “DocuSign” > Log into DocuSign > Enter your
Equitable.com email (If you have a DBA email, that email will be used.) > Click “CONTINUE” >
Type in your password, click “LOG IN”.

P DocuSign
e
EQUITABLE Please log in to your account
ADVISORS
Email address
CONTINUE
No account? Sign Up for free

Q From the DocuSign Home Page
* Click “NEW”.
* Click “Use a Template”.

DocuSign eSignature Manage Templates Reports Admin

Sign or Get Signatures

Send an Envelope

Sign a Document

Use a Template

OVERVIEW Last 6 Months WHAT'S NEW Create a PowerForm

° CI|ck on “Shared with Me”
Type in the name or part of the name of the template in the search window — hit
the “enter key” on your computer.
» Click on the column header “Name” to sort by the name.
» Click the radio button in front of the template, click “ADD SELECTED” on the
bottom left.

Select Template

‘ Q, Baneficiary x

My Templates

=% Shared with Me | Name & Owner Last Change

[0 Al Templates
BEN2012-Supplemental Form
W Favorites v for New Business

) Applications-Addtional Kelly Esposito 2/6/2020 | 01:08:08 pm
Beneficlary Info
v Folders BEN2012-Supplemental Form
ok
M8 14th Edition O :’ Ne"’(ﬂ"s"ﬁ:t | Kelly Esposito 11/8/2018 | 03:48:24 pm
~ Applications-Additional
I 20th Edition Beneficiary Info{Joint Owner)
I soA
O EIEREIEEETT e 4/9/2020 | 09:43:57 am
B Additional ... of Baneficiary (1 Owner)
I BCM/ B

Equivest Request for Change
M Buk o () of Beneficiary - completed by Kelly Espesito 4/9/2020 | 09:44:51 am

ADD SELECTED CANCEL
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Use a Template with Advanced Edit — QRC e

0 The role for each recipient will be displayed.
* As the sender, your name and email will automatically populate.
* Add the name and email of each recipient (The role could be an Insured, Owner,
Client, Participant.)
» Click “ADVANCED EDIT".
* Click the dropdown next to “MORE”.
» Click “Add access authentication”.
» Click the dropdown under Select access authentication, select “Phone $”".
* Type in the client’s known telephone number.

Recipients

Sencler # NEEDS T0 siGN

HName *

Kelly Espositd 8|
Email *
kelly.esposito@aca-advisors.com
Insured # NEEDS TO SIGN | had | I
Name *
a £ Add access authentication
|E’"’"' | T T
£ Advanced ssttings
P Select access authenticaisn Close
| [rrones ][5 ] Frorerumes I[& | o= |

[] Allow recipient to provide phone number.

$ A foe will bs charged per usage,
~+ADD AUTHENTICATION

m ADVANCED EDIT DISCARD

e If another recipient should be added
* Click “ADD RECIPIENT".
Add the name and email address.
* In this example, the spouse’s name is being added to sign the
Beneficiary Change.
Click the dropdown next to “MORE”.
Click “Add access authentication”.
Click the dropdown under Select access authentication, select
“Phone $".
Type in the client’s known telephone number.

*2 ADD RECIPIENT

3 Name * # NEEDS TO SIGN + | MORE ~
{ Joseph Milazzo b2 ] ‘

L

£ Add accsss authentication

* Email *

Add private message
{ Josepha85@yopmail.com ‘ - o =

£ Advanced ssttings

£ Selectaccess

[Froes <]+ =] eronsrumer |[Be | Decers
IACCEE! Code LR

Knowledge Based $



If another recipient should be added
e Click “ADD RECIPIENT".
e Add the name and email address.

* In this example, the Plan Administrators is also being added.

 Click the dropdown next to “MORE”.
e Click “Add access authentication”.

* Click the dropdown under Select access authentication, select

‘Phone $”.
» Type in the client’s known telephone number.

*2 ADD RECIPIENT

Name * # NEEDS TO SIGN v

) | John Plan Admin a |

Email *

| John123@yopmail.com |

£ Addaccess

PR Add private

£ Advanced ssttings

authentication

message

Select access authentication
| Phone $ v | | +1 v | 3154228822 || Ext Discard

D Allow recipient to provide phone number.

$ A fee will be charged per usage.

=+ ADD AUTHENTICATION

Close

Envelope Custom Fields
* The ApplicationID for an integrated template is always “LAN”.

= DO NOT CHANGE THE TEMPLATE AppliationlD of “LAN” or LAN_TYPE.

Envelope Custom Fields

Inforce GR

* Applicationld LAN_Type

[ LAN v | Inforce_GR v
-- Select --
nBA_PS
nBA_IR This example is
nBA_GR Inforce_GR since it is an
Inforce_PS Inforce Group
Inforoe. IR Retirement form.

Note: These codes tell the system where to send the document. Do not
upload your own document and assign the ApplicationID and LAN_Type, it

will error. There are other codes within the template that will allow this
template to be passed to the Service Centers.

Use a Template with Advanced Edit — QRC e
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Use a Template with Advanced Edit — QRC

Message to All Recipients
» Correct the email message to the additional recipients.
» The first message is added to the additional recipients and may not be the

proper language for that recipient.

e Click “NEXT".
(® ACTIONS v

To: Joseph Milazzo

Email Language *

RECIPIENT PREVIEW

NEXT

English (US)

Email Subject *

Change of Beneficiary - [[Owner_UserName]]

Characters remaining: 58

Email Message

Please review and sign the change of beneficiary.

Characters remaining: 9951

To: John Plan Admin

Email Language *

English (US)

Email Subject *

Change of Beneficiary - [[Owner_UserName]]

Characters remaining: 58

Email Message

Please review and sign the change of beneficiary.

Characiars remaiging 9951

NOTE: In the subject
line — the
[[Owner_UserName]]
will populate the
Owners’s name in the
subject.

If an additional name
should be added, you
can add a dash or
slash with the
additional name.

Hover over all fields that should be reassigned to another

recipient.
* Once selected, click the dropdown under Recipient on the right and select the
name.
o 122% v
’G\::Imrv (i more thao one. Indicate )" - s
- = = il
— Recipient ~

Primary Beneficiary #2 (Optianal)

Address

) If all Primary

Contingent Baneficiary #1 (Optional )

Relationship fo Own:

Kelly Demo Esp... ¥

~ Kelly Demo

Esposito

Kelly A Milazzo

) Joseph Milazzo

John Plan Admin

Address

‘Duate of Birth

Fhone Numter
Collaboration v

= It no percentage is indicaled, we will consider he shares of the benaficiaries 1o be equally divided.

equivest- change of BENEFICIARY.pdf

AXA Eqitable Ll Insurance Company (New York, NY)

Cal. #125279 (03/15)

X03435 6 f
Page 10/2

fors & Delete




Use a Template with Advanced Edit — QRC e

Notice the fields turned “blue” to match the recipient.

@ ACTIONS v

Kally Demo Esposito v sl a) =%
e - o) Primay A oace thac ane. Indicats 1
s e fad lrex 40 Selected Fields
Standard Fields [T | =
| AQOress -
E # signawre Recipient ~
L (R o Kelly AMilazze ¥
Q L Stamp [] Required Fieid
B Date Signed o Faairsbolo Ounr (] Ress only
e s
& Name ] Text : o o e T Formatting v
Goninasa Beneiian 2 1009ea1) ) Balatonship 1o Ownpr .
A company B Lo v
R

Click the dropdown on the left
» Select the appropriate recipient’'s name and drag and drop the following:
* Signhature
» Date Signed
« Name
* In this example, the spouse’s must sign under the Spousal Consent Requirement
section of the form.

Joseph Milazzo v — Y 122% ¥

Q_ Search Fields x

Standard Fields 3. Spousal Consent Requirement (If required) |

For TSA plans subject to the Employee Retirement Income Security Act of 1974 (ERISA) & all Non-Trusteed Keogh (HR-10)

7 # signature plans and contracts which were formerly trustee owned: If you are a current or former Annuitant in one of these plans, your
. L\ spouse's consent is required, as your spouse is entitled to benefits under your retirement plan according to the Retirement

@ DS nitial Eq { 1984 (REA).

B sta mp One of the follow! tatements must be completed and witnessed by a Notary Public or Plan Administrator.
R 1.1 am the current spouse of the ab: d Annuitant, and | hereby consent to the requested changes, by my signature

[ Date Signed appearing below. | also acknowledge that | U d | have the rigl ive a benefit under the terms of the plan in

—which my spouse is a current or former Annuitant and aiveslasch rpht.
| acknowledge that | understand e e
5 =
A Name Date Signed
2.1 am the above-named Annuitant and certify that | am not married: x
B camnany T

Click the dropdown on the left
» Select the appropriate recipient’'s name and drag and drop the following:
« Signature
» Date Signed
« Name
« Title
* In this example, the Plan Administrator must sign the beneficiary change form.

John Plan Admin v ha 122% v
2 search F x 3
Tile & Signature of Notary Public or Plan Administrator Notary Public - Stamp Hera
Standard Fields For TRUSTEED (Corporate & Keogh [HR-10]) plans, the Trustee, by signing as Contract Owner, certifies that either
spousal consent will be received by the Trustee, or that the Annuitant is unmarried & that the Notice required by the
. Internal Revenue Code will be or has been given to the Annuitant, or a former Annuitant of a Qualified Retirement Plan
73] rd S\gnntur/
0§ e 4. Authorization|
@ D5 Intal
The information on this form is correct and complete fo the best of my knowledge. | autharize AXA Equitable fo make the
hannes | have indicaled to my contract
Q £ Stamp i
_
£ Date signed b ATE
SIGNATURE OF JOINT OWNER (IF APPLICABLE) \ DATE
2 Name t _ T Date Signed
TiQRIE (F APPLICABLE) )
B company + | —p  [Title]
D] TV T TIE
o Tite
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Use a Template with Advanced Edit — QRC e

Once all changes are completed
* Click “SEND”.

@ ACTIONS ¥ RECIPIENT PREVIEW SEND

A pop up will display “Do you want to sign this document now?”
* An email will be sent to the sender as well.
* Click “SIGN NOW” to complete the documents.
* The sender has an action of completing the document and will not sign the
document.

b

Do you want to sign this document now?

SIGN NOW SIGN LATER

CI|ck “CONTINUE”.
All mandatory fields are in red and all optional fields are in gray.
*  When you hover over the field, a tip will display the field name to be completed.
*  Example: Contract Number, First Name, Last Name, etc.
* Once all fields are accurately completed, click “FINISH”.
* The envelope will be sent to all recipients in the specific order and then sent to the Service
Center for processing.

* The sender will receive an email when each recipient reviews and signs the document(s).

*  When the envelope is complete, all recipients will received an email with the completed
document. Click on “View in DocuSign” and download the document to be stored in
PaperClip. Or, you can log into DocuSign > Go to “MANAGE” > find the envelope and click
document name, then click on the download icon to the right. See # 5 Video on EAVU or
click on the link below to access the video in SharePoint.

Please Review & Act on These Documents @ EQUITABLE

R

How to Download a -
Completed Envelope e . CONTINUE OTHER ACTIONS v

FINISH OTHER ACTIONS v

R ———
IS Equi-vesT®
EQUI-VEST® Express®"
EQUI-VEST® Strategiess"
REQUEST FOR CHANGE OF
BENEFICIARY 39

1. Owner's Informatisa] (CONTRACT NUMBER MUST BE PROVIDED TO PROCESS THIS REQUEST,)



https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/5_DocuSign_How%20to%20Download%20a%20completed%20Envelope.mp4?csf=1&web=1&e=8bGPeW

e Log into Equitable.com

Type in your password, click “LOG IN”.

Void an Envelope — QRC

DocuSign

Please log in to your account

(a0
L c)
EQUITABLE Email address
ADVISORS
CONTINUE
Q ®» B8 s
Kelly Esposito ¥ "
No account? Sign Up for free

Click on “Tools” > Click on “See all tools & pick favorites” > Scroll down to “D” and drag
“DocuSign” to your favorites. Launch “DocuSign” > Log into DocuSign > Enter your
Equitable.com email (If you have a DBA email, that email will be used.) > Click “CONTINUE” >

Go to “Manage”
» Search for the envelope the “Inbox” or “Send” box.

* Type the name of the client or the name of the document in the “Search Inbox

and Folders” search box.

@ EPEQUITABLE  KE

%= FILTERS

Docusign esignature Home Templates Reports Admin
“ Inbox Q e
Filtered by: Date (Last 6 Months) | Edit
Shared Envelopes
Subject Status
ENVELOPES
B [] @ Please DocuSign: lllustration and Followup Medical Evidence Form - Mickey ... .o o0
&4 Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more
<J Sent N . . N
[] @ Please Docusign: lllustration Example for Life New Business.pdt
L] Need to Sign
[ Drafts To: Kelly Demo Esposito
W Deeted Beneficiary Change Form - Kelly A Mil
[] @ Beneficiary Change Form - Kelly A Milazzo Waiting for Others
To: Kelly Demo Esposito, Kelly A Milazzo
B PowerForms

Last Ghange v

NG m-
11:00:32 pm
4/10/2020
06:11:17 pm

1072021
41012020 RESEND v
04:48:59 pm

Once the envelope has been found

» Click the dropdown next to the action button on the right.
+ Select “VOID".

* Type in the reason for voiding the envelope.

+ Click “vOID".

Home Manage Templates Reports

DocuSign eSignature

Shared Envelopes

Inbox

Filtered by: Date (Last 6 Months) | Edit

Subject

ENVELOPES

D 0 Please DocuSign: lllustration and Followup Medical Evidence Form - Mickey ...
& Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more
J Sent ) . ) .

m 0 Please DocuSign: lllustration Example for Life New Business.pdf
[} Drafts — To: Kelly Demo Esposito
B Delsted

U @ Beneficiary Change Form - Kelly A Milazzo
& PowerForms To: Kelly Demo Esposito, Kelly A Milazzo

Void Envelope

By voiding this snvelops, recipiants can o longsr visw t or sign enclosed documents. Recipients wi
racaive an email natifieation, which inchuces your ressen for voiding the enveioge.

* Reason for voiding envelope.

A comected enveiope will be sent

AN:EL

Admin @ EPEQUITABLE  KE
Q s Folders J %= FILTERS
Status Last Ghange v
4/11/2020
Nesdto Sign 11:00:32 pm mﬂ
4/10/2020
essto Sen 06:11:17 pm mﬂ
101202t
Waiting for Others 'Hu'? o RESEND v
04:48:58 pm
Move T
Correct
Create a Copy
Save as Templats
Void




Void an Envelope — QRC

0 The envelope will be updated
* The status will display “Voided”.

DocuSign eSignature Home  Manage  Templates  Reports  Admin ® EPEQuITABLE  KE

“ Inbox S — | = e

Filtered by: Date (Last 6 Months) | Edit

Shared Envelopes

ENVELOPES

4 Inbox

J Sent

[ Drafts

Subject Status Last Change ¥
o - i /12/202
] @ Beneficiary Change Form - Kelly A Milazzo Voided 4/12/2020 MOVE .
To: Kelly Demo Esposito, Kelly A Milazzo 11:58:13 am
j Please DocuSign: lllustration and Followup Medical Evidence Form - Mickey ... Nesd to Sign 4/11/2020
| e Kelly Demo Esposito, Mickey Mouse +1 more © 11:00:32 pm \/

°An

email will be sent to all that received the envelope
Below is an example of a Voided Email Message.

Sun 4/12/2020 11:58 AM

DD DocuSign Demo System <dse_demo@docusign.net>

To

Voided: Beneficiary Change Form - Kelly A Milazzo
@ Esposito, Kelly

Envelope Voided E Q U | TA B L E

Kelly Demo Esposito (kelly.esposito@axa.us.com)

From: Equitable

Kelly A Milazzo,

Kelly Demo Esposito has voided the envelope 'Beneficiary Change Form - Kelly A Milazzo' (ID:da3c1ela-
ca12-4601-9c33-d4e64b9ae9eb) for the following reasons:

A corrected envelope will be sent.

As a result, the envelope has been marked as voided and can no longer be accessed.

DocuSign. The fastest way to get a signature. ®

This message was sent to you by Kelly Demo Esposito who is using the DocuSign Electronic Signature Service. If you
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e Log into Equitable.com

Type in your password, click “LOG IN”.

Correct an Envelope - QRC

DocuSign

Please log in to your account

(a0
L c)
EQUITABLE Email address
ADVISORS
CONTINUE
Q ®» B8 s
Kelly Esposito ¥ "
No account? Sign Up for free

Click on “Tools” > Click on “See all tools & pick favorites” > Scroll down to “D” and drag
“DocuSign” to your favorites. Launch “DocuSign” > Log into DocuSign > Enter your
Equitable.com email (If you have a DBA email, that email will be used.) > Click “CONTINUE” >

Go to “Manage”
» Search for the envelope the “Inbox” or “Send” box.

and Folders” search box.

* Type the name of the client or the name of the document in the “Search Inbox

@ EPEQUITABLE  KE

%= FILTERS

Docusign esignature Home Templates Reports Admin
“ Inbox Q e
Filtered by: Date (Last 6 Months) | Edit
Shared Envelopes
Subject Status
ENVELOPES
B [] @ Please DocuSign: lllustration and Followup Medical Evidence Form - Mickey ... .o o0
&4 Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more
<J Sent N . . N
[] @ Please Docusign: lllustration Example for Life New Business.pdt
L] Need to Sign
[ Drafts To: Kelly Demo Esposito
W Deeted Beneficiary Change Form - Kelly A Mil
[] @ Beneficiary Change Form - Kelly A Milazzo Waiting for Others
To: Kelly Demo Esposito, Kelly A Milazzo
B PowerForms

Last Ghange v

4/11/2020

11:00:32 pm
4/10/2020
06:11:17 pm

1072021
41012020 RESEND v
04:48:59 pm

Once the envelope has been found
» Click the dropdown next to the action button on the right.
« Click “Correct”.

Home Manage Templates Reports

DocuSign eSignature

Shared Envelopes

Inbox
Filtered by: Date (Last 6 Months) | Edit

Subject

ENVELOPES
D 0 Please DocuSign: lllustration and Followup Medical Evidence Form - Mickey ...
& Inbox To: Kelly Demo Esposito, Mickey Mouse +1 more
7 Sent . " . .
m 0 Please DocuSign: lllustration Example for Life New Business.pdf
[} Drafts — To: Kelly Demo Esposito
B Delsted 3
U @ Beneficiary Change Form - Kelly A Milazzo
o To: Kelly Demo Esposito, Kelly A Milazzo
PowerForms

Admin @ EPEQUITABLE  KE
Q s Folders J %= FILTERS
Status Last Ghange v
4/11/2020
Nesdto Sign 11:00:32 pm mﬂ
4/10/2020
essto Sen 06:11:17 pm mﬂ
101202t
Waiting for Others 'Hu'? o RESEND v
04:48:58 pm
Move T
Correct

Create a Copy
Save as Template

Void




Correct an Envelope — QRC

0 The menu bar will display “Correcting”.

Scroll down and make any corrections to the recipient information or email messages.

Click “NEXT".

< | Benefiiary Change Form - Kelly A tiazzo @ oiscarp cHances | NEXT

# Cormecting

Add Documents to the Envelope

| /:_T:: o

UPLOAD

USE A TEMPLATE

GET FROM CLOUD
Beneficiary Change Form....

& pages

1 Template Applisd

Click on the Access Authentication if correcting this section

* Type in the correct telephone number.
¢ Correct the email address if incorrect.

e Click “NEXT".

& Select access authentication Close

I Phone $ A I | +1 - I 3154221212 || Ext | Discard

[] Allow recipient to provide phone number.

3 A fee will be charged per usage.

=+ ADD AUTHENTICATION

Click “CORRECT”.

* A message will display “Your envelope has been corrected”.
* A message will be sent to the recipient.

Change Form - Kelly A Milazza (@ ACTIONS v

CORRECT

# Corecting

Kally A Miazzo v 122% v

jeol

Decuments
~/ Your envelope has been corrected.
Z £ signaure
@ 05 i L.‘,.m
L stamp L
Q

B Date Signed

DD Dpocusign Demo System <dse_demo@docusign.net>
Beneficiary Change Form - Kelly A Milazzo
T @Esposito, Kelly

Kelly Demo Esposito (kelly.esposito@axa.us.com)
Equitable

From:
Hello Kelly A Milazzo,

Please complete and sign the beneficiary change form

View Documents

these documents by visiting docusign.com, clicking the
1ts" link, and using this security code

Aliemately, you can ace

B89D7246BDB264E59A80AEBGBB35AB9F 21

&

Bensficiary Change ... ~

/_
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Client’s DocuSign Experience

‘ Client opens the email message from DocuSign.
» The client clicks on “View Document”.

Ba)  Docusian System <dse na2@docusignnet  @esost, el

[ExternalleDelivery Election Form

@ Clic nere to download pictures To help protect your prvacy, OLtiok prevented autamatic download of some pictures in this message

Please review and sign your document |

Exoms [x] ® Kelly Esposito (kelly. i dvisors.com)

AXA Advisors

Hello Kelly Milazzo,

Please date and sign the eDelivery Election Form.

‘Altemately, you can access these documents. by visiting docusign com, clicking the "AScess
‘Documents* link, and using this securty code:

EF50CC300FF74452B0F 1C5F23FABEQACY

Call Pop up Message
¢ The client clicks on the “CALL” action button.

» If the telephone number is incorrect, the client will click “CANCEL” and contact the
Financial Professional.

Security Requests from Sender

Kelly Demo Esposito
Equitable

Phone Authentication

The sender has selected phone authentication.

1. Choose a phone number where you can receive a phone call, and click the "Call" button below.
2. You will receive a phone call, and will be prompted to provide a code and speak your name.

Authenticating Signer Name: Kelly A Milazzo
Please select a phone that you currently can answer to authenticate:

© 41 515 E—

CANCEL CALL

If you are not near a phone to authenticate you, select "Cancel", and return when you are near one of the above phones.

e Call to the Client

» The client will receive this second pop up with an automated 6-digit Authentication Code and
the client’s telephone will ring within 10 seconds. The client will answer and speak or type in
the 6-digit code, provide their name and the phone authentication will be complete.

Security Requests from Sender

Kelly Demo Esposito
Equitable

Phone Authentication
Call Placed. Your phone should ring within 10 seconds.

When your phone rings, you must enter the following Authentication Code into your phone.

Authentication Code: 438333

Once you enter the code in response to the telephone prompt, and provide a voice sample, you will be authenticated 4h4

CANCEL PHONE AUTHENTICATION COMPLETE

If your phone does not ring within a minute, select "Back” and ensure you have entered the correct phone information




Client’s DocuSign Experience

0 Electromc Records and Signatures
The client clicks on the “Electronic Records and Signature Disclosure” — clicks “Close”.
* The client clicks the checkbox in front of the “I agree to use electronic records and
signatures.”
» The client clicks “Continue”.

CONTINUE

Form Completion and Signature
e * The client will completes the mandatory fields and clicks on the “Sign” action button.

For purposes of recernmmanﬁmmnmwwrs set forth above,
my email address is: [<€lly@gmail.col

2 electronic transmission of documents v1 Use my email address as indicated on application
1/7/2019 | 1:57 PM EST

¥l | consent togigs

Signature: L Date:

° Adopt and Sign
» The client selects a signature style and clicks “Adopt and Sign”. Or, signs with
their finger on a tablet or phone.
* The client clicks “FINISH”.

¥

ADDPT AND S1M EamCEL

FINISH OTHER ACTIONS ~

Download a PDF Copy
The client can click on the download icon to save a PDF copy or “X” out. If the client
clicks “CONTINUE”, he/she will be brought to the company website.

You're Done Signing

You may download or print using the icons above.

[«

v Ev

e
l Combined POF &

Separate PDFs =
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Resources and Contacts

Resources:

FB 20-074 — DocuSign for Equitable Advisors’ Financial Professionals

* DocuSign User Guide for Equitable Advisors’ Financial Professionals

* Quick Reference Cards

* Training on EAVU

The Training path is as follows:

* EAVU > Course Catalog > Practice Management > Technology for
Financial Professionals > DocuSign Training

» Links to Training Videos on SharePoint:

=

How to Access DocuSign

How to Use a Template

How to upload an lllustration & Send an Envelope

How to Resend an Envelope

How to Download a completed Envelope

How to Use Shared Envelopes

Review the Client’s Experience

Use a Template with Advanced Edit

© 00 N o o b~ o w DN

Void an Envelope

(WY
o

Correct an Envelope

Contact the following individuals for additional information:

* Your Branch Digital Champion or Branch Operations Manager
+ Kelly Esposito — Kelly.Esposito@Equitable.com
* Daniel Zubrowski — Daniel.Zubrowski@Equitable.com
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https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/1_DocuSign_How%20to%20Access%20DocuSign.mp4?csf=1&web=1&e=MKLraC
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/2_DocuSign_How%20to%20use%20a%20Template.mp4?csf=1&web=1&e=sqduko
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/3_DocuSign_How%20to%20upload%20an%20Illustration.mp4?csf=1&web=1&e=0EiYLb
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/7_DocuSign_Review%20the%20Client%20Experience.mp4?csf=1&web=1&e=1vcBSm
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/4_DocuSign_How%20to%20resend%20an%20Envelope.mp4?csf=1&web=1&e=DNEYw8
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/5_DocuSign_How%20to%20Download%20a%20completed%20Envelope.mp4?csf=1&web=1&e=8bGPeW
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/6_DocuSign_How%20to%20use%20Shared%20Envelopes.mp4?csf=1&web=1&e=AYSnv8
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/8_Use%20a%20template%20with%20Advanced%20Edit.mp4?csf=1&web=1&e=fsAIWg
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/9_Void%20Envelope.mp4?csf=1&web=1&e=dEaIwh
https://axanorthamerica.sharepoint.com/:v:/r/sites/AXAUS_LifeandRetirement/WMProjectManagementGroup/2019%20%20DocuSign%20Life%20and%20Annuity/Training%20Material/10_Correct%20an%20Envelope.mp4?csf=1&web=1&e=4AOnuB

