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Introduction to using DocuSign 
The purpose of this project is to provide an option to complete 
life insurance sales virtually in eApp and capture customer 
signatures through the 3rd party service ‘DocuSign’ while 
abiding by the social distancing ordinance in place in our 
communities.
There will not be any changes to the existing “In-person” or 
“Virtual Zoom” sales.

ZOOM Signatures are still preferred 
for all Virtual Sales.  DocuSign is an alternative
when Zoom Signatures will not work. (iPhone)



Unlocking Zoom Setting for eApp Control

Setting

Meeting Client from Zoom.us

Share Screen/Enable Remote Control of all Apps



eApp flow

4

IN PERSON SALE
‘IN PERSON SALE’

In the Remarks Section on the App

VIRTUAL with Zoom
‘Zoom Signature’

In the Remarks Section on the App

VIRTUAL DOCUSIGN SALE
‘DocuSign Signature’

In the Remarks Section on the App

1. Launch eApp, Start Presentation
2. Enter information for Primary Insured
3. Select Lead Type
4. Navigate to Needs Analysis and 

Complete Survey
5. Complete the application and validation 

process
6. New ‘Sale Mode’ screen pops up with In-

Person, Virtual Zoom and Virtual 
DocuSign options. Virtual DocuSign will 
be selected by default.

7. Agent signs his signature
8. Customer signs
9. Sale goes into a locked state
10. Agent move onto remaining screens 

(summary, remarks, etc. NOTE: NY 
Suitability screen would appear in this 
part of the flow)

11. Agent submits the sale 

1. Launch eApp, Start Presentation
2. Enter information for Primary Insured
3. Select Lead Type
4. Navigate to Needs Analysis and 

Complete Survey
5. Complete the application and validation 

process
6. New ‘Sale Mode’ screen pops up with 

In-Person, Virtual Zoom and Virtual 
DocuSign options. Virtual DocuSign will 
be selected by default.

7. Agent signs his signature
8. Customer signs
9. Sale goes into a locked state
10. Agent move onto remaining screens 

(summary, remarks, etc. NOTE: NY 
Suitability screen would appear in this 
part of the flow)

11. Agent submits the sale

1. Launch eApp, Start Presentation
2. Enter information for Primary Insured
3. Select Lead Type
4. Navigate to Needs Analysis and Complete 

Survey
5. Complete the application and validation process
6. New ‘Sale Mode’ screen pops up with In-Person, 

Virtual Zoom and Virtual DocuSign options. 
Virtual DocuSign will be selected by default

7. Agents completes signing all the forms and clicks 
on next, finishes the final remarks and clicks on 
Finish button. The customer signature fields will 
be disabled

8. Sale is locked-Clicking ‘Finish’ button will initiate 
DocuSign process and will send emails to 
customers. Selecting Finish on the Sale 
Packaging screen will change the sale status 
from open to ‘WaitingForSignatures’. Agent 
MUST WAIT UNTIL ALL DOCUSIGN 
DOCUMENTS ARE RETURNED.  

9. After all signatories have signed, status will 
change to ‘ReadyToTransmit’.



DocuSign Signature



eApp Screen Change
Nothing changes until you Select the NEXT button after all 
documents have been completed.  Right before the 
Validation and signatures.  

All Docs Complete

Validate Forms ‘Next’



In Person
When this sale mode is selected, the sale flow will function 
as it does today in Production eApp. 



Virtual Zoom
When this sale mode is selected, the sale flow will function as it 
does today in Production eApp. (Stable Internet connection 
needed) (NO-IPHONES)  Application notes must denote “Zoom 
Signature”



Virtual DocuSign
This will be a new eApp Sale Flow. When this is selected the customer 
signatures (Payor, Insured(s), Spouse, & Owner) will be disabled in 
eApp. The agent signatures will be required to be completed to proceed 
with the sale. (Stable Internet connection needed)



Virtual DocuSign
All e-mails are required and can be the same.    
Each insured will receive a separate email from DocuSign and each 
must be completed and returned prior to uploading to Home Office.   

The only time we recommend using 2 emails, is when insured 
and spouse are NOT in the same location.    



Virtual DocuSign
Once you get to finish all documents they will be sent via email to the 
clients to sign electronically.   You will see “application package was sent 
successfully for signing” 



Virtual DocuSign
While you are waiting on the signatures, the application status will be in 
the application package wizard.  The Status will be ‘Waiting for 
Signatures until it is returned’.   



DocuSign
Your client will receive a series of Emails from DocuSign.  When they 
receive the emails they need to first, open or REVIEW the documents.  

Review/Open

Insureds Name 



DocuSign
Next you will instruct your client to choose Start and then Sign.  

Start

Sign



DocuSign
The client will type their full name (first/Last, full name etc and choose a 
style .  

Adopt and Sign

Change Style



DocuSign
The client will type their full name (first/Last, full name etc and choose a 
style .  

Completed



DocuSign
Do NOT have client Sign up for DocuSign.   Just complete and Close 

Skip the Sign up 

View in the actual Demo

No Thanks



DocuSign
Do NOT have client Sign up for DocuSign.   Just complete and Close 

Skip the Sign up 

View in the actual Demo



Finalizing in eApp for DocuSign
Now the sales is ready to be submitted.  



Finalizing in eApp for DocuSign
If you do not see the sale ready for transfer, press the refresh.  



Finalizing in eApp for DocuSign
When the client has successfully signed and returned their 
DocuSigned Applications your Application status will read ‘Ready 
to Transmit’



• Do NOT get off the call until all packets have been signed 
• (sharing screens of clients allows you to see what is happening)
• Spam Folder 
• In Gmail all three under 1 email, must expand the conversations
• Temp offline- see photo attached
• Use the correct G-Mail Account (Verify)
• Ensure Email program is online and able to send and receive (some 

emails do NOT work when not on Wifi) emails must be forced.  
• Unlock and resend
• eapphelp@ailife.com

Common Errors



Share Screen in Zoom



Refresh

Refresh

Spam/trash



Conversation Groupings in GMAIL



There are two cases in which you could receive that message: 

1) if the agent isn’t connected to the internet or has lost internet connectivity prior to uploading, or

2) our internal service is temporarily down (which shouldn’t happen often since it is hosted in 
amazon). 

click on the ‘Ok’ button again and make sure they aren’t having internet issues.



If the client has not verified they have received the emails and they are NOT in Junk, Not in Spam, their 
email client is ONLINE (verify they are on wifi).   Then you should unlock the eApp, verify email address 
and resend.   This will void out the initial email and require the NEW packages be signed and 
completed.   

Agents Signatures will be removed and you will need to resign and complete process to resend.  

Unlock, Verify Email Addresses and Resend

Unlock



1. Google Review
2. Solidify the Sale
3. Golden or After Sale Insurance Referral
4. Referral Testimony Video (15-30 seconds long and get the 

applicants permission)
5. Roll the Referral, attempt to get the referral onto the current 

call and roll into an immediate appointment.  

Productive Ideas for downtime
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