Manage an eSignature Envelope

Description:

This job aid reviews how to manage, void, and resend an eSignature envelope. The eSignature envelope
can be managed from the individual policy or from the Team tab. eSignature envelopes, on the Team tab,
can be managed from both the Agency level, or individual producer level. This job aid walks through both
processes.

Through the Manage Envelope process, you can resend an envelope to correct an email address or if a
member did not receive the envelope the first time. However, you cannot add additional documents to an
existing envelope. To add additional documents, you would need to send a separate request or void the
existing envelope, create a new envelope, and add the additional documents to the new envelope prior to
sending.

You may manage the eSignature envelope in two different ways:
e Individual Policy
e Team Tab

At the completion of the policy creation process Nationwide Documents/Email

in PolicyCenter, agents email various documents Automate Electronic Yes (@ MNo

to members, creating an envelope containing pelvery offequiree

these documents. PolicyCenter allows you to Document Delivery Online Account Access -
automatically send these eSignature documents Preference New Selection

to the member using an Automated Electronic Emal Address glizabeth@email.com

Delivery of Required Documents function on the Online Account access will be set up for this customer.

Policy Info screen.

If the Automated question is answered “Yes,” licyCenter automatically emails all required documents to
the member. However, any optional documents are NOT emailed and requires the agent to perform a
manual procedure once the policy is complete to send those optional documents. If you answer “No” to
the Automated question, agents can do the manual procedure and include BOTH required and optional
documents in the eSignature envelope.
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Individual Policy

Step Action Screen

1 After navigating to the policy: [ PolicyCemer™ Deskiop |~ Assooe |+ > ermlo Z EEmEDe oo ‘e

[ PolicyFle @M PersonalAuto Indiana Veruea JSalt Account: 2102716334 Policy: 9113K 500403  In Force (Expirat)

Summary (RS

e Click on the Documents link in the Tools
section of the Left Navigation Bar.

Associated Policy Transaction

12/02/2021
i - —
- Subiission
iy
P puios
8113K 500403 Effective Date 12/02/2021
- o—
p— ]
T —— —_—
-
PolcyAddess B —
oo PoRT 30224358
v
o
Underveting Companies
Current Activitii A
2 On the Documents screen: feyConter™ [Desuop = Aceoum [+ e < resiog |+ Tasang [+ = §
(Bl Pukcrie o8Pt s Ve 5ab At TIPSO e el 0UEEY Bl

Documents

e Click the Manage Envelopes button.

Online Documents | Pt Custamsr Documsets | Ressnd Print

Note: The Manage Envelopes button displays
after an envelope has been sent.

3 On the Manage Envelopes screen: : ot |+ poiey + Semn v Tem samnsion |+ © 2 @

[ FolicyFile @M Personal Auto Indiana Veruca JSalt Account: 2102715154 Policy: ST13K 500403 I Force (Espirat}

Manage Envelopes

resend | void | Transaction istory = -

Date Sent Status = Date Completed = Author Envalope 10

e To resend the eSignature envelope,
click the Resend button and go to
Step 4.

wedDec 01 1010:34 0T 2021 Sent Zachary ATaylor B6a3cHic-Th0a-4623-a83d-215bbse136d2

e To void the eSignature envelope, click
the Void button and go to Step 7.

e To view the document’s Transaction
History, click the Transaction History
button and go to Step 8.

Status 3 Date 3 Email Makbile Phane
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4 On the eSign Details screen:

e Update the appropriate email
addresses, if necessary.

e Click the Send button.

Desktop ~ Account v = Search v Team Administration | v Testing HERC]

[ PolicyFile @B Personal Auto Indiana VerucaJSalt Account 2102716334  Policy: 9113K 500403 In Force (Expirati
eSign Details [ s J o]

Required Signers

nole Text Notifications  Mabile phane
Producer
Primary Hamedinsured Veruca JSakt | vemucaemailcom (=) ssssos1202

Carbon Copy

5 The system will re-display the Manage
Envelopes screen.

An email is sent to all recipients to take
appropriate action using the eSignature
functionality.

e Click the Return to Documents button.

(L PolicyFile @ Personal Auto Indiana Veruca JSalt  Account: 2102716334 Policy: 9113K 500403 I Force (Expicat
Manage Envelopes :
[ resend | voia | Transacuion History | B -

52 o

Date Sent stat

~ Search v Team Administration | v 7 e

ate Completed 3 Author Envelope 1D

WedDec 01 1420:44 EDT2021  Sent ZacharyATaylor 86a3cifc-7b03-4623-283-215bb5¢13642

6 On the Documents screen, a new set of
documents is created with the new send
date (not shown here)

7 On the Manage Envelopes screen, the
envelope status is listed as “Voided”.

e Click the Return to Documents button.

* Search w Team Administration | v Testing |+ Training v

[ PolicyFle @M Personal Auto Indiana Veruea JSalt Account: 2102716334 Policy: 9113K 500403 I Force (Expirat)

Manage I:n\fotopcs:

LT —— -
Date Sent Status J] Date Completed = Author Envelape 1D

Vied Dec 01 17:30:33 DT 200 Voided Zachary ATaylor Ba3cffc-Thoa-4523-3834 215bbSe13602
Envelope Details (ID:6a3cHic- Th0a-4623-383d-215bb5e 13647

Auto Binder for Poicy Holder

ndiana Insurance Identfication Card

8 On the Transaction History screen, you may
view the eSignature envelope status details.

~ Search v Tesm Adminisation | v Testing w Training v

¥ Submission (Bound) M8 Personl uto indians Effectiver 12/02/2021. Prmary: Veruca 3 Sakt Account: 2102716334

Transaction History

Document Hame Author Document Create Date  Document Event Status  Message  Enwelope ID

Proof of Prior Insurance (POI) Zachary A Taylor 12/02/21 0L:10PM-0200  sent B6azcfic-Thoa-
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Team Tab

Step

Action

Screen

From any screen in PolicyCenter:

e Click on the Team tab on the Tab

[ PolicyCantar™ | Desitop | = | Account |~ Eolicy | Searct | = amicistrtion |+ - iR®

My Activities

Navigation Bar. o o
2 On the My Groups: Summary screen: oo e e Sl paminoion |+ ez |- 3 B @
My Groups: Summary
e Click on the eSignature link. vowrtcyTanesces (e -

On the My Groups: eSignature screen, the
system defaults the view to envelopes with
a “Sent” status.

Note: The view status can be changed to
“Delivered,” “Voided in the last 7 Days,”
“Declined in last 14 days,” and “Completed in
last 7 days.”

Desktop v Agcount |v Policy v Search v Administration | v Testing | v Training v

My Groups: eSignature

RooNEYSALT

eSignature envelopes for the entire Agency
display by default.

To view envelopes for a specific producer:
e Click on the arrow next to the folder

with the Agency name in the Left
Navigation Bar.

Desktop v Agcount |v Policy v Search v Administration | v Testing | v Training ~

My Groups: eSignature

sent Rl erint/ export
MeAGANSALT v

[linase rveiope IR
Personal ‘Wed Dec 01
VERKASALY > meowner  0%:164SEST  Sent
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On the My Groups: eSignature screen:

e Select the desired agent from the list.

Desktop = Agcount |+ Policy v Search |+ Administration | »  Testing = Training

My Groups: eSignature

. Tonageemeion: R R
e Click on the Manage Envelope button =
of the policy which needs to be : Py Yo ET s
managed. s P B e
veRuc saur sz, [ oo masesET s
Management of the envelope follows the I PolicyComar™ Deskiop |~ Agooum |+ Bty | = Seach | = diistion |+ Tasing | = Trrig | =

same process whether you access it from
the Team tab or from the individual policy.

On the Manage Envelopes screen:

Manage Envelopes

Resend | o | Trarsaction History B~
e atus - | Date Completed = Author Envelope 1D
a L2 Zachary Taplor 3323051 da85-4d55-2671-Le2c044ATA0T

e To resend the eSignature envelope,
click the Resend button. .
e To void the eSignature envelope, click — .
the Void button.
e To view the document’s Transaction
History, click the Transaction History
button.
To view additional eSignature envelopes e e S —

from the Team tab:

e Click the (Return to MyGroups:
Submissions) link at the top of the
screen. This will return you to the Team
tab.

Manage Fm-'e\o:)es=

[ Resend | void | transaction History | -

Date sent Status = DateCompleted = Authoy Envelope 1D
WedDec 01 12142 EST 2021 Sent Zachary Taylor  33236351-da86-4058-267- 162604403407

Signed Application

Recipients = -
Name Rale Status = Date Email Mobile Phane
MEAGANSALT  Primary Named Insured Sent  Wied DecO1 112148 EST2021  abc@mationwide.com
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