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Underwriting Policy 
delivery

Existing 
business

Submitting 
business

SIMPLIFIED PROCESSES FOR 
NON FACE-TO-FACE BUSINESS
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POLICY DELIVERY

• All new business 
contracts will now 
be delivered 
electronically.
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Review and e-signing

The signing package includes 
all documents that must be 

reviewed and e-signed by the 
advisor and policy owner.

ELECTRONIC POLICY DELIVERY

Consent to e-delivery 
and e-signatures

The advisor and 
policy owner must consent 

in order to proceed.

Email with link to 
signed documents

The advisor, MGA, policy 
owner, and Equitable Life® all 
receive emails with links to the 

signed documents.
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• The file goes to New Business 
and an email is automatically sent 
to the advisor letting them know 
the file is approved and has been 
sent to issue.

ONCE APPROVED BY UNDERWRITING …

Note:  This email has not yet been updated to 
reflect the change to e‐delivery from courier. 
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• New Business confirms policy details including the email address for the 
advisor and the policy owner.
– New Business will contact the advisor if they do not have the policy owner’s 

email address on file.
• The advisor receives an email letting them know that the policy has been 

issued. The email includes the policy number and the policy owner’s 
name.
– Email any questions or comments to the Eastern or Western Advisor Services 

teams. 
– Remember to include the policy number in the subject line of the email.

ONCE NEW BUSINESS IS READY TO ISSUE THE 
POLICY …
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E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca
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Advisor

MGA

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca
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Advisor

MGA

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca

The MGA will receive an email with a copy of the eContract for their review only if the advisor 
included the MGA code and MGA email address on the application.

TIP! EZcomplete always saves the latest information provided and auto‐fills these fields 
in the subsequent applications. If the information needs to be changed, it can be 
edited at any time.
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Advisor
Advisor clicks the

link in email 
to start the review and 
e-signature process.

Reminder emails sent:
• After 2 days of the 

date they received the 
email (if no signature).

• Every 3 days 
thereafter until 
signature is obtained.

MGA

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca
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Advisor
Advisor clicks the

link in email 
to start the review and 
e-signature process.

Reminder emails sent:
• After 2 days of the 

date they received the 
email (if no signature).

• Every 3 days 
thereafter until 
signature is obtained.

MGA
MGA clicks
link in email to start the 
review process. No 
signature is required.

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca
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Advisor

MGA
No signature is required.

E-DELIVERY AND E-SIGNATURE PROCESS

Once the advisor signs, an email is sent 
to the policy owner for their review and e-signature.

“Your review 
and e-signature 

are required” 
email sent from 
signers@e‐
signlive.ca
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Advisor Policy owner
The policy owner clicks 
the                     link in 
email to start the review 
and e-signature process.

Reminder emails sent:
• After 2 days of the date 

they received the email 
(if no signature).

• Every 3 days thereafter 
until signature is 
obtained.

MGA

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca
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Advisor Policy owner
The policy owner clicks 
the                     link in 
email to start the review 
and e-signature process.

Reminder emails sent:
• After 2 days of the date 

they received the email 
(if no signature).

• Every 3 days thereafter 
until signature is 
obtained.

MGA

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca

Both the advisor the policy owner signatures must be obtained within 45 calendar days.
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Advisor Policy owner

MGA

E-DELIVERY AND E-SIGNATURE PROCESS
“Your review 

and e-signature 
are required” 
email sent from 
signers@e‐
signlive.ca

Once the policy owner signs, “E-signature has been completed” 
emails are automatically sent from signers@e-signlive.ca

to the advisor, MGA, policy owner and Equitable Life.
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Advisor & 
MGA

Policy 
owner

Equitable 
Life HO

“E-SIGNATURE HAS BEEN COMPLETED”
To advisor and MGA

• Confirms that all documents have been signed.
• It provides a link to download the documents. 
• Advisor and MGA will need to sign-in to access the documents and 

should  download copies to a secure location for their records.

To policy owner
• Confirms that all documents have been signed.
• It provides a link to download the documents. 
• Policy owner will need to sign-in to access the documents and should 

download copies for their records.

To Equitable Life
• Provides all documents which are processed and filed.
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FOR PRESENTATION TO ADVISORS ONLY

SIGNERS@E-SIGNLIVE.CA

Important Note:
• Add this email address as an email contact to reduce the 

chance of it ending up in SPAM, JUNK or CLUTTER files. 
(this applies to the advisor, MGA and policy owner) 

• Do not reply to signers@e-signlive.ca
• Any questions or comments should be emailed to:

• Eastern or Western Advisor Services teams; or
• customerservice@ equitable.ca 

• Please include policy number in the subject line.

!
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NAVIGATING THE E-DELIVERY PROCESS 
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• At the top of each document is a navigation bar that indicates the action required.
– Yellow bar

– Green bar 

– Grey bar 
The red circle indicates the number of signatures required.

• Scrolling

• Signing

BEFORE YOU GET STARTED: NAVIGATION TIPS



FOR PRESENTATION TO ADVISORS ONLY
20

FOR PRESENTATION TO ADVISORS ONLY

The policy delivery documents can be 

downloaded anytime prior, during or after 

the signing process by clicking on the

icons.

DOCUMENT DOWNLOADS

Effective June 4, 2020
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MGA REVIEW
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MGA RECEIVES AN EMAIL
MGA

Click to begin 
review process.
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FOR PRESENTATION TO ADVISORS ONLY

Once the MGA clicks on 
the “Log in and e-sign” link 
in their notification email, 
they will need to follow 
these steps to review the 
policy delivery documents 
(including the contract)…

• Enter the answer to the ‘Security 
Question’ and click “Login” to 
continue.

This is the MGA or National Account code, 
not their EquiNet login ID or password.

MGA
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ELECTRONIC DELIVERY AND SIGNATURE CONSENT
If the MGA clicks “Accept”, all policy 
delivery documents will be available for 
their review. 

MGA

If the MGA does not click “Accept”:
• They will not have access to the policy 

delivery documents.

! IMPORTANT NOTE: The electronic delivery 
and signature process for the advisor and the 
policy owner is not be disrupted if the MGA 
does not provide consent.
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ADVISOR REVIEW AND E-SIGNATURE
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ADVISOR RECEIVES AN EMAIL
advisor



FOR PRESENTATION TO ADVISORS ONLY
27

DOCUMENTS INCLUDED IN THE SIGNING PACKAGE

Documents include:
• Electronic Delivery and 

Signatures Consent
• Policy Delivery Checklist 
• Contract and all 

accompanying documents
• Settling documents
• Confirmation of Insurance 

Policy Delivery

advisor



FOR PRESENTATION TO ADVISORS ONLY
28

ADJUST BROWSER SETTING
TIP:  Adjust Brower Setting

Important pop‐up 
messages appear during 
the e‐signing process.

Turn off the Pop‐Up Blocker 
in your browser setting 
before you start the 
e‐signature process.

advisor
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45 DAYS TO OBTAIN ALL SIGNATURES
advisor

! The link will expire 45 calendar days from the date of this email. This date will 
be indicated in the email.

Both the advisor and policy owner e‐signatures must be captured before this date.
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FOR PRESENTATION TO ADVISORS ONLY

Reminder emails are sent if we 
are still waiting for a signature:
• First reminder is sent 2 days of 

the date they received the email.
• Subsequent reminders are sent 

every 3 days thereafter until 
signature is obtained.

• The reminder email only goes to 
the person whose signature is 
still required. 

AUTOMATIC 
REMINDERS

advisor
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CLICK “LOG IN AND E-SIGN” TO BEGIN
Click to begin 
electronic 
signature process 
for e‐delivery.

advisor
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• Enter the answer to the ‘Security Question’. 

• Click “Login” to continue.

SECURITY QUESTION

This is your advisor code, not your 
EquiNet login ID or password.

advisor
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ELECTRONIC DELIVERY AND SIGNATURE 
CONSENT

Review the consent document and click 
“Accept” at the bottom of the page.

All documents will now be available for review 
and e-signature. 

advisor
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• It is the first time the policy number and 
life insured is identified.

• The package also includes:
– Documents that don’t need to be signed 

• For example: disclosure documents 

– Documents that need to be signed but are 
not required to settle the contract 

• For example: par policyholder notification of 
meetings form, CI special offer, replacement 
cancelation forms

– Complex forms that need completion to 
settle but cannot be completed via this 
process but are required to settle the 
contract 

• For example: Business Information Form 
(#594), AML forms, etc.

POLICY DELIVERY
CHECKLIST

advisor
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• It is the first time the policy number and 
life insured is identified.

• The package also includes:
– Documents that don’t need to be signed 

• For example: disclosure documents 

– Documents that need to be signed but are 
not required to settle the contract 

• For example: par policyholder notification of 
meetings form, CI special offer, replacement 
cancelation forms

– Complex forms that need completion to 
settle but cannot be completed via this 
process but are required to settle the 
contract 

• For example: Business Information Form 
(#594), AML forms, etc.

POLICY DELIVERY
CHECKLIST

advisor

Some documents can be signed 
electronically.  

Others must be printed by the 
advisor or policy owner, completed 
and signed, and  sent electronically 
by you using EZ Upload. 

! For more details about signing 
requirements, see form #1886 
found on EquiNet under Individual 
Insurance >> Forms. 
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DOCUMENTS REVIEW

The advisor will see all  
documents in the package, 
including the contract, forms 
specific to the application, 
settling documents, etc.

Use the arrows to scroll through 
the documents. 

advisor
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DOCUMENTS REVIEW

The advisor will see all  
documents in the package, 
including the contract, forms 
specific to the application, 
settling documents, etc.

Use the arrows to scroll through 
the documents. 

Once you have reviewed the documents, and if there are no errors, you should 
contact the policy owner to schedule a call or video meeting to review their contract. 

! If there are errors, click 
“Decline” and follow the 
instructions. Equitable Life 
will be notified to make the 
necessary corrections. (See 
FAQ for more details).

advisor
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CONFIRMATION OF INSURANCE POLICY 
DELIVERY (#1523)

advisor

• This is the final document in the signing package that requires the advisor 
signature.

!  Once the advisor 
clicks on “Click to Sign”, 
the policy owner will 
automatically receive an 
email with a link to 
review documents, e‐sign 
where applicable, and 
confirm delivery.



FOR PRESENTATION TO ADVISORS ONLY
39

• Let them know an email package is coming.
• Schedule a call or video meeting to 

review the policy with the policy owner.
• Provide the policy owner with the policy 

number. This will be the answer to the 
security question when they login for the 
review and e-signing process.

• Ask them to watch for an email from: Equitable Life of Canada 
<signers@e-signlive.ca>

!

If they do not receive the email, they 
should check their SPAM, JUNK or 
CLUTTER files.

BEFORE YOU E-SIGN, CONTACT THE 
POLICY OWNER

advisor
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ADVISOR E-SIGNS

Click on “Click to 
Sign”

Click on “Confirm” to 
complete signing.

advisor
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E-SIGNATURE PROCESS IS COMPLETE
advisor

Once the signature 
has been accepted, 
the advisor will see 
this message from 
OneSpanSign.

The advisor will not see this pop‐up 
if they did not turn off the Pop‐Up 
Blocker in their browser setting.

Click “Close”.
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AFTER “CLICK CLOSE” … ADVISOR WILL SEE 
THE SIGNED DOCUMENTS

advisor
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EMAIL AUTOMATICALLY SENT TO POLICY OWNER
advisor
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POLICY OWNER REVIEW AND 
E-SIGNATURE
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The policy owner will see the same 
documents as the advisor, including:
• Electronic Delivery and Signatures 

Consent
• Policy Delivery Checklist
• Contract and other forms specific 

to the application.
• Amendments (if applicable).
• Health certificate (if applicable).
• Sales illustration (if applicable).
• Confirmation of Insurance Policy 

Delivery
• Etc.

DOCUMENTS INCLUDED IN THE SIGNING PACKAGE
policy owner
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45 DAYS TO OBTAIN ALL SIGNATURES

! The link will expire 45 calendar days from the date the advisor received the 
email. The exact date will be included in the email.

Both the advisor and policy owner e‐signatures must be captured before this date.

policy owner



FOR PRESENTATION TO ADVISORS ONLY
47

FOR PRESENTATION TO ADVISORS ONLY

Reminder emails are sent if we 
are still waiting for a signature:
• First reminder is sent 2 days of 

the date they received the email.
• Subsequent reminders are sent 

every 3 days thereafter until 
signature is obtained.

• The reminder email only goes to 
the person whose signature is 
still required. 

AUTOMATIC 
REMINDERS

policy owner
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CLICK “LOG IN AND E-SIGN” TO BEGIN
Click to begin 
electronic 
signature process 
for e‐delivery.

policy owner
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The policy owner will be required to answer a 
‘Security Question’. This is the policy number 
provided by advisor in Step #2.

They click ‘Login’ to continue.

Review the consent document and click “Accept” 
at the bottom of the page.

All documents will now be available for the 
policy owner’s review and e-signature. 

policy owner

ELECTRONIC DELIVERY AND SIGNATURE 
CONSENT
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The policy owner will be required to answer a 
‘Security Question’. This is the policy number 
provided by advisor in Step #2.

They click ‘Login’ to continue.

Review the consent document and click “Accept” 
at the bottom of the page.

All documents will now be available for the 
policy owner’s review and e-signature. 

policy owner

ELECTRONIC DELIVERY AND SIGNATURE 
CONSENT

During the COVID‐19 crisis, 
e‐delivery is the only option 
for contract delivery. 

If the policy owner does not 
accept e‐delivery and e‐
signature, we will be unable 
to issue the policy. 
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DOCUMENTS REVIEW

The policy owner will see all the 
same documents the advisor 
reviewed, in the same order.

They should use the arrows to 
scroll through the documents. 

The red circle indicates
the number of
signatures required.

policy owner
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CONFIRMATION OF INSURANCE POLICY DELIVERY
This is the final document in 
the signing package.

Section 1 was completed 
earlier by the advisor.

Policy owner must complete 
section 2.

The policy owner must select 
“Yes” or “No” to proceed.
• If they click “Yes”, details 

must be provided. 

policy owner



FOR PRESENTATION TO ADVISORS ONLY
53

CONFIRMATION OF INSURANCE POLICY DELIVERY

Fill in the City and Province.

Click on “Click to Sign” to 
complete the signing process.

Emails are automatically sent to 
the advisor, policy owner and 
Equitable Life’s head office.
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E-SIGNATURE HAS BEEN COMPLETED
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Advisor & 
MGA

Policy 
owner

Equitable 
Life HO

To advisor and MGA
• Confirms that all documents have been signed.
• It provides a link to download the documents. 
• Advisor and MGA will need to sign-in to access the documents and 

should  download copies to a secure location for their records.

To policy owner
• Confirms that all documents have been signed.
• It provides a link to download the documents. 
• Policy owner will need to sign-in to access the documents and should 

download copies for their records.

To Equitable Life
• Provides all documents which are processed and filed.

AUTO-EMAILS ARE TRIGGERED 
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SAMPLE EMAIL (ADVISOR, MGA, POLICY OWNER) 
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DOWNLOADING THE FINAL SIGNED DOCUMENTS

• By clicking on                      in their respective emails, the advisor, 
MGA, and policy owner will receive confirmation that the package is 
complete and be able to download the completed package.

Immediately download the documents to a secure location for their records.
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FREQUENTLY ASKED QUESTIONS



FOR PRESENTATION TO ADVISORS ONLY
59

FREQUENTLY ASKED QUESTIONS

I can’t find the email advising me that the policy delivery documents have 
been prepared for my review and e‐signature. Why?

The email is coming from Equitable Life of Canada signers@e‐signlive.ca.  It 
is possible that it has been directed to the SPAM, JUNK or CLUTTER files.  

TIP:  Advisors and MGAs should add this email address to their email 
contact list to reduce the chance of these email ending up in SPAM, JUNK 
or CLUTTER files.
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FREQUENTLY ASKED QUESTIONS

Can I reply to the signers@e‐signlive.ca email address with questions or 
comments?  

No. We are unable to respond to email replies sent to signers@e‐
signlive.ca.

All email inquiries should be directed to;
• customerservice@ equitable.ca,  or
• Eastern or Western Advisor Services teams; 

Please include the policy number within your inquiry.
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FREQUENTLY ASKED QUESTIONS

When I receive the email advising me that the policy delivery documents 
have been prepared for my review and e‐signature, where do I find the 
policy number or policy owner that it belongs to?

• Click on                             .  
• Click on the Approve button on the Electronic Delivery and Signature 

Consent page.
• The next document you see will be the Policy Delivery Checklist. It 

includes the policy number and Life insured’s name.
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FREQUENTLY ASKED QUESTIONS

When can I download documents?

The documents can be downloaded anytime prior, during or after the 
signing process.  

Look for these icons.

Documents can also be downloaded by clicking on the Download Link in the final
“E‐signature has been completed” email.
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FREQUENTLY ASKED QUESTIONS

During the review and e‐signing process with the policy owner, can we 
save the document before it is completed and come back to it later?

There is no save function in the e‐signature process.  If you close the 
document, you will lose any signatures that were already obtained.  

When you are ready to resume reviewing the document, you and your 
policy owner will need to go back to the original email, click on  

and start the review process again, starting with the 
Electronic Delivery and Signature Consent page.                       
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FREQUENTLY ASKED QUESTIONS

If I have completed the e‐signing process but my policy owner has not 
received the signing package, what can I do?

First have them check their SPAM or JUNK files to see whether it was 
directed there.

If not, then it is possible that we don’t have the policy owner’s correct 
email address.  You should contact the policy owner and then provide  
Equitable Life’s Customer Service team with the correct email address.
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FREQUENTLY ASKED QUESTIONS

For joint policies, how does the 2nd owner sign?

For joint policies, if we have email addresses for both owners on file, then 
both owners will be asked to sign. If we only have the primary owner’s 
email address on file, only the primary owner will need to sign.
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FREQUENTLY ASKED QUESTIONS

Is e‐delivery available for conversions?

At this time, e‐delivery is only available for new business.
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FREQUENTLY ASKED QUESTIONS

What documents need to be electronically signed by the advisor?

• Electronic Delivery and Signatures Consent.
• Confirmation of Insurance Policy Delivery form.
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FREQUENTLY ASKED QUESTIONS

What documents need to be electronically signed by the policy owner?

• Electronic Delivery and Signatures Consent.
• Amendments (if applicable).
• Health certificate (if applicable).
• Sales illustration (if applicable).
• Confirmation of Insurance Policy Delivery.

NOTE: The advisor does not need to witness the client’s signature on the 
illustration and the health certificate. 
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FREQUENTLY ASKED QUESTIONS

What are the signing requirements for other documents or forms?

For more details about signing 
requirements for insurance forms, 
see form #1886 found on EquiNet 
under Individual Insurance >> Forms. 
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FREQUENTLY ASKED QUESTIONS

What if the advisor find errors in the package when completing their 
review?

• Click “Decline”.  A dialogue box will appear.
• Enter the reason for declining, indicating the

errors. 
• Click the “OK” button.  

• An email will be sent to Equitable Life
to make the necessary corrections.

• You will be logged out of the system.
When corrections are made:
• A new “Your review and e‐signature are required “ email will be generated and 

sent to the advisor, MGA and policy owner to again start the review and e‐signing 
process.  The new expiry date will be indicated in the email.
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RESOURCES ON EQUINET®
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DISCLAIMERS
This presentation is intended for information purposes only and is provided with the understanding that it does not render investment, legal, 
accounting, tax or other professional advice. 

Equitable Life has made every effort to ensure the accuracy of this presentation, however accuracy is not guaranteed. If the information 
presented here differs from that contained in any Equitable Life policy contract, the policy contract prevails in all cases. 

If this presentation contains competitive information, we've made every effort to ensure its accuracy as of the date of the original oral 
presentation. We cannot, however, guarantee the accuracy and, if you have any questions regarding this information, you should contact the 
competitor directly. 

Dividends are not guaranteed and are paid at the sole discretion of the Board of Directors. Dividends may be subject to taxation. Dividends 
will vary based on the actual investment returns in the Participating Account as well as mortality, expense, lapse, claims experience, taxes 
and other experience of the participating block of policies. Decreases in the dividend scale do not affect the guaranteed premium, guaranteed 
cash values, or guaranteed death benefit amount.  A copy of Equitable Life’s Dividend Policy and Participating Account Management Policy 
can be found on our website at www.equitable.ca 

® denotes a trademark of The Equitable Life Insurance Company of Canada.  Reproduction or redistribution of this presentation, in whole or 
in part, without permission from Equitable Life is forbidden.     
© 2020  The Equitable Life Insurance Company of Canada.  All Rights Reserved                                                 June 2020


