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DocuSign — Account settings

In the " Admin " tab of your DocuSign account

Under " Regional Settings ", make sure the following
options are selected:

Time Zone
\:| Allow users to set their own Time Zone and Date Format

Default Time Zone for the account

‘ (UTG-05:00) Eastern Time (US & Ganada)

M ‘

Default Date/Time format for the account

‘ 4/27/2018 | 04:00:00 pm

M ‘

Under " Security Settings ", make sure the following
options are selected:

Recipient Authentication Triggers

() The first time a recipient accesses an envelops per device

(®) Everytime a recipient accesses an envelope

Under " Sending Settings ", make sure the following
options are selected:

Recipient Roles

\:l Enable specify recipients

\:| Enable allow to edit recipient

Enable update recipie
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Under " Signing Settings ", make sure the following
options are selected:

Recipients

|:| Require a reason when a recipient declines to sign
Allow recipients to sign on paper

Allow senders to override sign on paper

Allow recipients to sign on a mobile device

Allow recipients to change signing responsibility

Allow senders to override change signing responsibility
Allow recipients to edit documents

Allow recipients to create a DocuSign account

ORI OR OO

Allow recipients to sign documents offline on a mobile device @

Envelope Delivery

D Attach documents to completion email

D Attach certificate of completion to envelope

Suppress emails to embedded signers

D Send completion emails to embedded signers

D Allow account users to decide if they should send a link or attach a PDF

Deliver self-signed email notifications by

‘ Link v
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» Simply click on the " Start
now " button to import your
prefilled documents which will
be used for the signature
ceremony.

DocuSign eSignature Home Manage Templates Reports Settings ® (EL

1 » You can add as many
documents as necessary.

Drop documents here to get started

START NOW

» The documents must not be
password protected before
being imported.
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» Add every person who must participate to the
signature ceremony (including the advisor).

Name * i MEEDS TO SIGMN ¥ CUSTOMIZE ¥
| Jane Dos = | |
“ Emait - & Aad access code - » Every signer must have their own unique email
Enter & code that only you and this recipient know.
| janedoe@ia ca | _ address
B Delete Recipient
£ Access Code Closs Discard » You must add an " Access code " for every client
| Enter access code (it’s not necessary to add one for the advisor) by
S clicking on " Customize ", then " Add access
ou musat provide this code to the signer. .
This code is available for you to review on the Envelope Details page. COde "- The adVISor mUSt ChOOSG an access COde

and communicate it to the clients so they can
proceed to the signatures.
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DocuSign — Prepare the documents for the signature

At this stage, you must configure the various fields
related to the signing ceremony.
Py — For example, the tool is not able to recognize where
— : SR each person should sign or initial.

Q % SECTION C - AGENT

Standard Flokds . By signing below, the agent confirms that the identity of the applicant has been verified, that he has  «for each applicant that is an 1| met with the individ g the - It iS therefore necessary to do this for each of the

provided a disciosure stalement to the applicant which discloses the company or Companigs he transaction and l verified |HEI[ identity by reviewing thair D[lallﬂl I.II'IB!lDll!ﬂ

@l BB s reprcsem:; and his relationship with them: that he receives ¢ i [ﬂcgaas for Issued photo b document; .
£ Signatu the sale of insurance products and may receive oher compensation S6Ch a8 bonuses, IMtalions 10 « | pg nr e ures to determine if the applicant is acting on behalf of a third
05 e conferences or other incentives: and all financial interests that he may have with raspect 1o this mn:.vat::e TN S0 vey! ol L " O C u I I I e n S p reVI O u S y a e o
- rransa:tuo« The agent also 52(‘3 res that he has all the licences. :cr:1 :a1cs and knewleduc o
B e (588 1a,ca/products-advisors) 1o submil this appiation and pravide he customer servi 1mumns:nmpsumpaymemnlleDMMmmnnnolheapphcanlr;mummm
Stamp | have taken reazonable measures to determine if the applicant or the payer is a Politically
Proceeds of Crime (Money Laundering) and Terrorist Financing M:I anﬂ lla; Iatlnns Exposed Person or the Head of an International Organization, or a family member or close
) Date signea Agent’s Confirmation associale of either and | have taken reasonable measures 1o establzsh the source of funds.
It this is an application for Universal Lite or IA PAR Insurance, |, the agent, confirm that: If you have reasonable grounds 1o suspect an undisclosed third party is involved in this
for each applicant that is an individual, | met with tham and | verified their kantity by reviewing their  transaction, please email details to infolife@ia.ca

£ o g e o sl ko Gnon v | S » To select a signer, choose them in the drop-

= Eman Apent’s signature Witness (if required)

g o= X X ot e down menu at the top-left of the page
s = =y | = = [ » To add a signature field, click on " Signature "
" » To add an initial field, click on " Initial "

» To add a " signed at " field, click on " Text "

Checkpak

..... F1EA|20-05)

= *It is not necessary to add a field for the signature date
because the signature tool automatically save this
information.
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x Please DocuSign' F1EA Signature Form pdi & Add — (& Select — (& Prepare — (® Review

SUMMARY OPTIONS

Review and Send

Documents it

Message to Recipients

E::sseu:o!clwgnﬂEA Signature Form.paf | Recipien Edit > Befo re Sending the email’ you Can
e S change the email subject field and
e ® —= £ Neas o5y write a message.

Characters remaining: 10000
Once the envelope is completed, all recipients will receive a copy of

the completed envelope
[ ] send automatic reminders.

» Make sure the " Allow recipients to
change signing responsibility " box
is unchecked under the " Options "
tab.

Add Private Messages

SUMMARY OPTIONS

Expiration

Envelope expires on: | 03/12/2021 | ‘120 ‘ days from now > Once you are done reVieWing, C||Ck
on " Send " to send the documents
to the signers.

Recipient Privileges

\:| Allow recipients to change signing responsibility

Comments

\:| Enable comments
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Please review the documentis below. m OTHER ACTIONS v

» Once the signer clicks on the link in

ICRECRR AN - RO
- the invitation email they must
= am I I enter the access code you gave to
them.

Gantract no. $

F1EA [ Signature Form | » The signer has to select their

For an Electronic Application for Individual Life or Critical

(W8 lliness Insurance (New Application or Change) e I ect ro n |C Slgn atu re a m O ng a I |St Of
APPLICANTS (DR AUTHORIZED SIGNATORIES FOR ORGANIZATIONS) Write legibly in block letters. .
suggested styles and then click on

Date of birth
First name: Yoy vy

every field you previously
configured to complete them.

Adopt Your Signature (— DocuBigned by: bs
\_’EVI'L lans | €|,

Gonfirm your name, initials, and signature. 7 > The advlsor has to go th rough the
" Required

. /—Docuslgned H
T Q]%u.mu. Please read the " Handwritten signature same process as the client to
e RNt ——_, 'appendixtoknow how to proceed if complete their part of the signature

o your document require a handwritten

PREVIEW (_E‘_u_c,géﬂa:ww s signature (ex.: Change of beneficiary, ceremony.

DocuSigned by: 0s \__rercerocrinedse.. medical authorizations).

enc [ma [ € sty 08 *The client doesn’t have to be subscribed to
——————————— ] Lawie | EL DocuSign to be able to sign the documents.
my agent) use them on documents, including legally b d ng c racts - jus N FB7CEFDCT1D8454. ..
ADOPT AND SIGN CANCEL (—Docusigned by: r—D5 .
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DocuSign — Retrieve the completed documents

Docusign-esignature Home Manage Templates Reports Settings €] EL > To retrieve the Completed
Please DocuSign: Formulaire de signatures.pdf ® E:;Z:}e:redwg T documents go under the n
Envelope ID 7
Lest change on 4/25/2020 | 02:38:30 pm ——

e — Manage " tab of your account
+ Gompleted =
A to see the list of all your
- transactions.
Recipients SIGNING ORDER
v #  signed
- Smcinagl, » Click on the transaction you
v - 2 < want to retrieve and you will be
redirected to that page. Click
4 » on the arrow button to
Message
No message has been entered. DDWNLDAD doWnload the docu ments.
Select which files you want to download: > Select all the documents'
Al 2 e including the " Certificate of
Document 1 BDE *The " Combine all PDFs into one Completion " (this is in this

file " option didn’t seem to work

: document that the signature
properly during our tests.

dates are automatically saved,
along with other necessary
information to make your
transaction compliant) then

DOWNLOAD CANCEL .
- click on " Download ".

Certificate of Completion 1 PDF

[ ] Combine all PDFs into one file
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APPENDIX 1 — Handwritten signature

Adopt Your Signature It is impossible to make it mandatory for
your client to use a handwritten signature
Confirm your name, initials, and signature. Wlth DOCUSlgn, thIS |S the reason Why |t |S
" Required important for the advisor to explain how
Full Name* Initials*® tO proceed )
Eric Lavoie EL
SELECTSTYLE [ DRAW » After clicking on the link in the
— N invitation email, when the tool ask
Docusigned by os | Adopt vour signature x them to choose their signature, they
- - ‘ must click on the " Draw " tab.
fy‘c' Wouf 6{/ Confirm your name, initials, and signature.
FEBTCEFDCT1D8454 . . * Required
By selecting Adopt and Sign, | agree that the signa F:l::i::aue In::.aly > The Client has to draW their Signatu re in
my agent) use them on documents, including legal . . n
seiecTsTE  oRAW the white rectangle, then click on
DRAW YOUR SIGNATURE Adopt and Sign "-
ADOPT AND SIGN CANCEL
CSW Q;E,O\J—Q » They will be able to use their
By st ot nd cr egro st o st end il wl b o lockonk rproeriation of my s and i ol prposeswhon o handwritten signature to complete the
signature fields in the documents.




APPENDIX 2 - Fill and save the electronic Signature

Form (F1EA) L lal

When you use the electronic Signature Form (F1EA), it’s important to save it properly, making
modifications no longer possible.

To do so, open it with Adobe Acrobat Reader, fill the form, then click on the « Finalize ! » button. A
new window will open, allowing you to save your form. It’s this saved form that you must import to

the signature tool.

] 1 SIGNATURE FORM
'AA Electronic request no.

Financial Grou
e E 3CCTEY

For internal use only

Contract no. $

WARNING: | Print |
To print, please Usetl‘l button at the right,
otherwise the printed form will bear the mention VOID
m Slgnature Form Theusage of 2 denical numbers for et ciens | Save a copy |
For an Electronic Application for Individual Life or Critical :
'} llness Insurance (New Application or Change) | Erase all | |

If you do not see this button, please download the latest version of the F1EA form in the
Document Centre of your Advisor Centre.
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