
GAIN-DocuSign



Agent selects ‘DocuSign Enrollment’
from their secure Agent Portal



‘Add New’ Enrollment



Select ‘Scope of Appointment’
Enter Beneficiary Name & Email
Click ‘Create’

Access code to be provided to 
beneficiary over the phone



Agent acknowledges that they can use
‘Finish Later’ if needed. Click ‘Continue’



Agent completes their portion of the SOA and
signs



SOA will be updated as ‘signed’.
Click ‘Close’.



Review completed PDF as needed.
Click ‘Close’.



Beneficiary will receive this email
and will click ‘Review Document’



Agent will provide beneficiary with an
access code over the telephone to 
access the SOA



Beneficiary initials SOA and signs



Agent will receive SOA and conduct
Over-the-Phone Benefit Review



Agent will repeat the SOA process.
This time choosing the correct
Enrollment Forms



With the Beneficiary on the phone the Agent 
will complete the majority of the enrollment form



After sending to your client, an 
application will show under the DocuSign 
tab with a status of ‘Sent’



Beneficiary will receive this email
and will click ‘Review Document’

PLEASE NOTE: This link will 
only be active for 48 hours



Client will enter access code of ‘1990’ and 
select ‘validate’



Beneficiary verifies information on
Application and signs



Once client signs the application, they can 
click ‘Finish’

Client will have the option to download or 
print a copy of the enrollment



Once the client clicks ‘Finish’ the 
application will be submitted to the AGA 
submissions team for processing 

You and your client receive a confirmation 
email from DocuSign that the application 
has been completed



Please allow 1 business day to view 
‘Applicant’ status in your portal
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