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OneSpan — Account settings

Espanol
Francais
C Dashboar Transactions Templates Reports Admin /ﬁ;*j /ﬂ,\l
@OneSpcn‘F‘gm d L piat paEk Italiano - =
Start your first transaction Nederlands ge
Portugués
My Account
Pycckui
Dashboard Walkthroug
ol ’ FEEE
Account Summary t=t20des My Transactions
SEEE Logout
» You can change the language by first clicking on the .
planet Earth symbol, then by selecting the desired EHne
language in the list.
(o] OneSpqny;?,n Dashboard Transactions Templates Reports Admin
» Change your OneSpan account by first clicking on the My Account Personal Information
character symbol, then by clicking on My Account. PROFILE e e

You will be able to change:
» Your Personal Information
» Your Password
» Your electronic Signature

*The time zone for the provinces of Quebec (excluding the Eastern part
and the Céte-Nord) and Ontario (excluding the Western part) is GMT-
05:00.

English

Dansk

Deutsch

iA AN

Groupe financier

Personal Information

Password

Signature

Title

Financial advisor

Company

iA Financial Group

Phone number

555-555-5555

(GMT-5:00) America/Montreal

Address
Address 1
123 Agency Road
Address 2
City Country
Montreal Canada
State Zip Cade
Quebec - ATATAL

SAVE




OneSpan — Create a new transaction IA A

Groupe financier

@OneSp(]naC{_?.,._ Dashboard Transactions Templates Reports Admin ’\:ﬁj ‘/r:ﬁ:‘

Start your first transaction ||

Dashboard
Create New Transaction
Account Summary Last 30 days

Name *

Please enter a transaction name

» Simply click on the " New transaction "
button to open the transaction creation
window.

Description

Message to all recipients (optional)

Use Template

Select atemplate > @

» Certain information can be changed at this
point but the most important are :

e » Transaction name

BO  Reviewbetorecompieton »o » Communication language

S » Time zone (if the right time zone is

. M. already selected to your account, it
ShOUId be automatlca”y Selected)

Fikd Formattng » Once you're done click on " Create ".

.

3 CANCEL




iA AN

Groupe financier

OneSpan — Add the documents and the signers

» Click on " Add document " to import your prefilled

< transaction1  Draft
documents which will be used for the signing

Documents ce remony.

[& Electronic Disclosures and Signatures Consent eee > The documents mUSt nOt be password prOteCted
e trapa drn s o v i before being imported.
L e oo e m e m e e mmmmmmmmmm e e e i *The " Electronic Disclosures and Signatures Consent " document is added

by default.

() ADDDOCUMENT

Recipients

Set signing order »

H |®- Eric Lavoie Financial advisor iA Financial Group ooo
1 Jane Doe Title Company coo

® ADDRECIPIENT

Jane Doe v
» Add every person who must participate to the signature ceremony (including the advisor). o B Suthenticaion iethodfor Jane Do
H . . . Authentication . ;emzra\
» Every signer must have their own unique email address. . R o
ttachments ease select the authentication method for verifying the recipient’s identity.

Ad d

» You must add an authentication method for every client (it’s not necessary to add one for
the advisor) by clicking the 3 dots " ... ", then " Settings “ and " Authentication ". e e e e o

start signing.

Moabile phone number *

» The options SMS and Question&Answer (Q&A) are accepted, but not Email. R

CANCEL SAVE




OneSpan — Prepare the documents IASST

0 Or\eSpqn‘;{?m, Dashboard Transactions Templates Reports Admin W/ (&) l\!jitf‘
SECTION & = AERT You can choose which type of
= X .
RECIRIENTS 2 By siging bolow, th aget corfims that th derh of th applant has buen vaifd, that s has o sach applicant rat i an rganizaton | met vith theindiduals) conducting h FIELDSEETINGS signature you want for each
od a disclosure nt to the applicant which discloses the company or companies he  transaction and | verifiad their identity by raviewing their original, unexpirad | A¢nGHokes:OR y . . .
e Lovaic 5 tr;pr;:ar?i::u his rawnsslﬂcgm‘l mamn he otr':mhcs cumm:hrl:lnm (suq.l;‘a numnl:'i::l'nlm) 1?r government-issuad photo identification documant; . = signature field:
8 Sale rance produs may 1 I compal as Uses, onsto
: B B e et o0 v s e et |
jenebes L e o ot it gl 09 «if thero is a lu of $100,000 and the applicant is an individual : : :
| (80 la.ca/products-advisors) to submit this application and provida the customer sarvica. s mas msmm"}m':wm nlrpt‘l‘n e o Poltical »  Click-to-Sign: The signer
Pnu_nh of Crime (Money Laundering) and Terrorist Financing Act and Regulalions ~  Exposed Parson or the Head of an Intsmational Organization, or a mamber or closi Field Name ) "
Agent’s Confirmation assochits of aither and | have taken reasonabls maasures o establsh the source of funds. | - doesn’t have to " draw
If this is an application for Universal Life or A PAR Insuranca, |, the agent, confirm that: If you have reasonable grounds to suspect an undisclosed third party is involved in thi | recerert .
« for each applicant that is an individual, | mat with them and | vorifiad thoir idartity by reviewing their ~transaction, pleass smail details to infolife@éa. ca. e Lovore . « their signature, they only
FIELDS original, unexpired, govemnmaent-issuad photo identification documant; - h t lick the field t
Apent's signature . Witness (if required) P /v _ave (0] .c Ic. on the fie . 0
7 signature N s . Last and first name (Print legibly) Clickto-Sign . sign. This signature type is
6 Spebek ‘ accepted for almost every
Code s.u. Agancy Code Su. Apancy ' Field Formatting
Signing Date Siﬂmﬂ.ll'l document.
a X » Capture signature : The
Signer Name . .

: signer has to draw their
SRt P FEA{20-0¢ signature. You must select
£ Signer Company this type of signature when a

handwritten signature is
et required. (ex.: Change of
beneficiary, medical
E‘, Text Area y’

: : : : - thorizations).
At this stage, you must configure the various fields related to the signing ceremony. : authorizations)

» To select a signer, choose them at the top-left of the page
» To add a signature field, click on " Signature "
» To add an initial field, click on “ Signer Initials "
» Toadd a " signed at " field, click on " Text Field "

5 *It is not necessary to add a field for the signature date because the signature tool automatically save this information.
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OneSpan — Sign the documents

el Policyowner's signature Policyowner's signafure, ¥ applicable

- M S x X Click to Sign X

» Once the signer clicks on the link in the invitation email they must complete the Authentication process (SMS
or Q&A)

» They must accept the " Electronic Disclosures and Signatures Consent ".
» The signer has to click on every field you previously configured to complete them.

» The advisor has to go through the same process as the client to complete their part of the signature
ceremony.

*The client doesn’t have to be subscribed to OneSpan to be able to sign the documents.
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OneSpan — Retrieve the completed documents

» To retrieve the completed documents, go to the "
Dashboard " tab of your account and click on "

Completed ". , ,
OOneSpqn;{_?‘» Dashboard]  Transactions ~ Templates  Reports Admin W ® @
> Click on the transaction you want to retrieve and you D"
will be redirected to a new page. Account Sumrmary o My Transactions
f REQUIRES MY SIGNATURE 0
» To download all the required documents, you must u N PROGRESS O = -
click on two different buttons: = commerpn
B DRAFT(1)
1. To download the completed documents | S / ’
W CANCELLED(0)

2. To download the evidence summary (this is
the document in which signature dates are
automatically saved, along with other
necessary information to make your
transaction compliant)

<4 INPROGRESS / 0

(o] OneSpqn}l’?’n Dashboard Transactions ~ Templates Reports Admin (135* (i
< transaction  Completed L,
Dewrlead Summary
Documents
1 P@ Electronic Disclosures and Signatures C... /
2 j F1EA Signature Form /




APPENDIX - 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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