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EZ-app Tablet, Laptop, and Email 

eSignature 
Reference Sheet 

Use this document as a guide to navigating eSignature for tablet, laptop, and email. 

Tablet and Laptop eSignature 

1 - After locking the case, select the eSignature submission option to begin the signature process. 

Only new business coordinators will select Wet Signature.  
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2 - After selecting the signature method you must specify how your client will be signing.  

If the client is present and will use eSignature via tablet or laptop select eSign Face to Face.  

Please note, you must select a signature option for each client required to sign. If the insured is the 

owner – only one signature will be required.  

  

3 - Once your signature method has been selected a confirmation screen will appear showing the 

selected signature method.  

Click next to continue.  
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4 - eSignature disclosures will appear on screen. 

Read the steps aloud to the client and select Yes to acknowledge that you have done so.   

 

5 - You will then need to authenticate the signer’s identity by asking to view their government issued 

ID and entering the ID number into EZ-app.  
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6 - You must click on, Review Application, in order to continue with the signature process. A PDF of 

the application will open to review with the client.  

 

7 - After reviewing the application, check the box verifying the client has read and agreed to Terms 

of Use and eSignature consent and has reviewed the application package. Then click Next. 
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8 - If you are using EZ-app on a touch enabled device, finger signing screens will appear. If the 

device being used is not touch enabled, then a click-to-sign method will be available. Check the 

box to verify application documents have been reviewed and then scroll down the page. 

 

9 – Click Sign to enable the signature field.  
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10 – After you have completed all information, have the client sign the application package using 

their finger or a stylus. If the device being used is not touch enabled, then a click-to-sign method will 

be available.  

 

11 – Click Capture to save the signature.  
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12 – Once the client has signed, click Next to continue. Repeat steps 6-12 so any other signing roles 

and the advisor can eSign. 

 

13 – After the advisor has finished signing, click Submit to MassMutual to send the application to the 

home office.  
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14 – You will receive a message indicating that the application has been successfully submitted.  

 

 

Email eSignature  

1 – After locking the case, select the eSignature submission option to begin the signature process. 

Reminder, only new business coordinators will select Wet Signature.  
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2 – After selecting the signature method, you must specify how your client will be signing. For 

signatures via email, select eSign via Email. Please note you must select a signature option for each 

client required to sign. If the insured is the owner, only one signature will be required.  

 

3 – eSignature instructions will appear on the screen. Let the client know to expect an email with 

further instruction.  

Then, complete the following agent information. Create an advisor pin. This pin is used to eSign the 

documents after your client completes the email signature process. Be sure to record the p in in an 

appropriate place for further use. 
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4 – Enter and confirm your email address, then click Next.  

  

5 - After the company approved advisor email address has been entered the next step is to 

complete the client email information.  

Enter the client’s E-Mail Address. If the e-mail address was entered on the Proposed Insured screen, it 

will be pre-filled.  

The email message to the client will be displayed.  

Customize the message using the subject field and by adding a personalized message to the client.   

The main body of the email is pre-filled and cannot be changed.  
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6 – Once you have completed this page, click Send Message for an email message with signature 

information to be sent to the client.  

 

 

7 – Click Next to be taken to advisor email signature instructions 
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8 – Once all client signatures have been collected, an email will be sent to the advisor requesting 

signature to complete the process. You must use the email to initiate the eSignature process; it 

cannot be accessed via the EZ-app system. 

 

 

9 – Click on the ‘Access your Application’ link in the email to access the application and follow the 

on-screen prompts in order to complete the signature process.  

Enter your PIN. 

Sign the application and submit to the home office.  

 


