
SCAN DocuSign



Agent selects ‘Submit Application’
‘iES’ and ‘SCAN’ to begin the process



‘Create New Application Package’



Complete Profile Information
Select ‘Email Signature’



Select all forms required for enrollment
and click ‘Continue’



Complete Scope of Appointment on 
behalf of the client



Enter ‘Date Appointment Completed’
Click ‘Next’



Beneficiary will receive DocuSign email 
From Scan Enrollment
and will click ‘Review Documents’



Beneficiary agrees to use Electronic
Signature and ‘Continues’



Beneficiary clicks ‘Sign’ to sign Scope
of Appointment and will receive a
confirmation email



Once email confirmation is received by 
the client please allow 5 minutes for
status to update in your back office



With member on the phone Agent to proceed 
through remaining pages of application

Click ‘Finish’ to automatically email client



Application goes into a status of
“Pending”



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



Beneficiary agrees to use electronic
Records and signatures and continues



Beneficiary verifies information on
application



Beneficiary clicks ‘SIGN HERE’ to add 
their signature



Beneficiary’s signature added



Beneficiary’s clicks ‘FINISH’



Application data is sent directly
to SCAN and will immediately appear
in your portal upon client submission

Please confirm enrollment by
searching for applicant in your portal.
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