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Get Familiar With the Home Page 

applications. 

Click the buttons in the Recent Activity

•

• Application status and last update information appear below the application name. Status categories can 
include the following: 

Data Entry
unlocks the application. 

Locked
brings the user to E-Signature.

In Signatures - When the agent selects a Signer and either sends a Signature Email request or begins an 

Pending Client Request 

Pending Transmission – When the application is in the process of being submitted to The Standard.

Complete
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How to Use the Menu Bar

On the Home Page, the menu bar on the top right shows these options:

• New Activity. 

• All Activities

• Preferences. You can use Preferences

• Log Off.  

• My Messages. The envelope icon on the upper right of the Home page or on the right of the navigation bar goes 

When working on an application package, Other Actions will become available on the menu bar. Depending on 

• Summary. This provides basic application details such as Application Name, Current Status, Carrier, Product 

• Display/Print PDF. Use this to view, save and print selected documents from the application package.

• History

• Documents. Use this to add supplemental documents to the application package. 

• Requests

• Manage Optional Forms. 

using Documents under Other Actions.

• Request Client to Fill App
My Messages.

• Request Client to Fill & Sign. Use this to send an email to the client to complete missing data and then sign the 
application.

• Show Annotations. 
application. 

• Transfer Applications. Use this to transfer active applications between producers, producer assistants and 

back. 

Tip: Be sure to complete User Full Name and User Email Address

Tip: Request Client to Fill App or Request 
Client to Fill & Sign
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How to Find & Correct Errors or Missing Information

While completing an application, the Data Entry

Form List. Click Form List on the upper left to view the list and status of all forms required for the application 

Red comment balloon.

How to Request a Client to Complete an Application or Part of an Application

Use Request Client to Fill App

On the menu bar, choose Other Actions and then click Request Client to Fill App.

On the left, select Insured under Signer Type Complete annotated areas only

Tip: Complete/Sign Off to send 

Tip: 
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How to Annotate an Application 

On the menu bar, choose Other Actions and then click Show Annotations.

topic and message in the pop-up window.
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How to Request the Client to Sign the Application

continue. Click Continue to proceed to signatures. 

Use E-Signature. owner (if 
different) and agent. Click on Insured. Sign Now. 
would like to sign it at a later time, choose Send Email Request.

Send Email Request

Send Email Request

Click Send Email Request Generate Link Without Email for a passcode and link that 

Tip: Make sure all forms, including the Producer Information Report, are complete and in 
Continue. Clicking Continue moves it to signing, which then 

Tip: 
agent button until after all clients sign.

Tip: 
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Send Passcode

Sign Now

Sign Now
ID Number

Click Send SMS Text Verify to 
proceed to signing. 

Client Signing Process

The client will choose Sign Application and then will be asked to review all documents before signing. The client 

Select Font
Clear 

Signature.

For Business Overhead Protector only: 
Continue to return to 

signing. 

Choose Owner
application package, the producer must obtain this information from the owner in order to send them the signature 
request. The Owner will complete steps one and two in Client Signing Process above. 

Tip: 

Tip: The signing process is the same for all users, including producers.



eApp Getting Started Guide7

Agent Signing and Application Submittal

Continue to return to the signing of the application package. Choose Agent. The agent signing process mirrors the 
client signing process detailed above.

. 

Tips

•

•

•
appropriate name.

Tip: Unlock Application on the Other Actions menu to unlock and 

captured signatures and reviews for the application.


