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Annuity Order Entry eSignature 
Reference Guide 
 

This document reviews the annuity order entry (AOE) eSignature experience for fixed and variable 
annuities. 
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Overview 
eSignature (electronic signature) in the AOE platform allows clients to review and sign their fixed or 
variable annuity applications and disclosures. The process is secure and designed to protect personal 
information. Clients who are uncomfortable using eSignature may opt out and provide wet signatures 
on forms instead. 

Tip: The annuity order entry system may use popup alerts so prior to utilizing eSignature, ensure the 
browser’s popup blocker is disabled. 

IMPORTANT! If utilizing eSignature within AOE, do not also initiate an eSignature request via Advisor360° 
DocuSign. 

eSignature Process 
Electing eSignature  
Assuming the application meets the eSignature required criteria, elect eSignature from the 
Participant Details tab in annuity order entry: 
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1. In the Consents section, select the Yes radio button to elect eSignature. Please note that 
eSignature requires Email Type and Email Address for the owner, annuitant, and beneficiary. 

2. After electing eSignature, in the Participant Consents section, select the radio button for In-
Person signing or Remote signing. Please note that eSignature requires that all participants 
must have the same signature method. 

Tip: The platform requires email type and email address for both in-person and remote signing. 

 

Reviewing and Attaching Forms – Forms Submit Tab 
From the Forms Submit tab:  

1. Select View and Print to review the forms. 

 

2. After reviewing the forms, attach supporting documentation before proceeding with the 
eSignature process (e.g., illustrations, statements, side-by-side comparisons, etc.).  Refer to the 
Annuity Order Entry Add Attachments Reference Sheet on MassMutual University or MML 
Distance Learning for instructions. 

IMPORTANT! Documents attached to the annuity order are not included in the eSignature 
package; however, they are sent to the home office for review and processing. 

3. To sign electronically, select one of the following: 

https://fieldnet.massmutual.com/fldnet/GeoLearning/init.html?LP=GetOnlineResource.geo?selectedID=190652
https://massmutuallms.pinpointglobal.com/Portal/GlobalActions/RedirectToContentUrl?LearningContentId=3448
https://massmutuallms.pinpointglobal.com/Portal/GlobalActions/RedirectToContentUrl?LearningContentId=3448
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• In-Person Signing 
• Remote Signing 

In-Person Signing – Forms Submit Tab (cont.)/ Signatures Tab 
In-Person Signing 
To sign in-person: 

1. After attaching supporting documentation, confirm the correct email addresses were entered 
then select Submit and Proceed to eSign from the Forms Submit tab. 

 

2. Select the eSign Now hyperlink from the Signatures tab. 

 

3. The DocuSign Signing Ceremony window displays. Review the disclosure then select to check I 
agree to use electronic records and signatures. 

 

4. Select Continue. 

 

5. To begin electronically signing, select Start. 



For Training Use Only. Not for Use with the General Public.  
APPL161r1_41 3/21/22 Page 4 of 6 

 

6. Select the Sign icon. 

 

7. The Adopt Your Signature window displays:  
a. The user can elect the default style or select Draw to draw a signature.  
b. After choosing a signature, select Adopt and Sign. 

 

8. Continue selecting the Sign icon to insert an electronical signature for each eSignature 
requirement. 

9. Select Finish. 
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10. For each additional signer (annuity participants and the advisor), repeat steps 1 – 9 than 
proceed to the next step. 

11. Select Main Menu (top of the screen) to return to the annuity order entry dashboard. 

IMPORTANT! If utilizing eSignature within AOE, do not also initiate an eSignature request via Advisor360° 
DocuSign. 

Note: The order status remains in Pending Requirements for up to 30 minutes after signing is complete. 
After the signing is processed, the order status will update to Pending Approval. 

Remote Signing – Forms Submit Tab (cont.) 
To sign remotely: 

1. After attaching supporting documentation, confirm the correct email addresses were entered 
then select Submit from the Forms Submit tab. 

 

2. The Order Submitted popup displays. Review the confirmation message then select Close. 
3. Select Main Menu (top of screen) to return to the annuity order entry dashboard. 
4. Annuity participants will receive an email to electronically sign the forms on their own devices 

from the vendor DocuSign (not MassMutual or MML Investors Services). Refer to the eSignature 
brochure on FieldNet for client instructions. The client’s code to access the documents for 
signing is the last four digits of his or her social security number (SSN). Ensure the client is 
informed that the access code is the last for digits of his or her SSN. The advisor’s access code 
is the numeric portion of his or her advisor’s ID. 

5. After the application package is electronically signed, both the client and the advisor will 
receive a completion email and the order status will update from Pending Requirements to 
Pending Approval within 30 minutes. 

IMPORTANT! If utilizing eSignature within AOE, do not also initiate an eSignature request via Advisor360° 
DocuSign. 

Pending eSignature 
The annuity order entry dashboard provides data pertaining to an order such as status, order ID, etc. 
Pending Requirements is the order status for annuity transactions pending eSignature  

1. A signing icon in the eSignature column identifies annuity orders that have elected electronic 
signature. Select the information (i) icon for additional details about a specific order. 

https://fieldnet.massmutual.com/fnmmfg/ann/pdfs/ra1014.pdf
https://fieldnet.massmutual.com/fnmmfg/ann/pdfs/ra1014.pdf
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2. The Order Status Detail Report displays. The Status column shows eSignature status. 

 

Tip: If an annuity participant declines to electronically sign, fails authentication, or an application 
package expires, the annuity order entry system will cancel the order. However, advisors may copy a 
cancelled order to start a new order. Please note that an order expires 30 days after the system 
initially sends the application package for electronic signatures.  

 


	Overview
	eSignature Process
	Electing eSignature
	Reviewing and Attaching Forms – Forms Submit Tab
	In-Person Signing – Forms Submit Tab (cont.)/ Signatures Tab
	In-Person Signing

	Remote Signing – Forms Submit Tab (cont.)
	Pending eSignature


