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Overview

DocuSign is incorporated within the Advisor360° platform to ensure a seamless eSignature process. The
Advisor360° DocuSign conduit provides digital signature capabilities within Practice360°.

This eSignature functionality offers advisors and clients a method for signing documents quickly and
efficiently—electronically, with a computer or mobile device.

Key Features of DocuSign in Advisor360°

e Documents can be added manually to an envelope, or a Template can be used (view this
reference sheet for step-by-step instructions)

¢ The account opening tool creates the DocuSign envelope for you, avoiding the manual
process to create an envelope

e You can “bundle” multiple documents in one envelope
Senders need to identify signature locations

¢ Three new authenfication methods are available (e.g., SMS Text Message, Phone Call or
Knowledge-Based Questions)

e Allsigners are required to pass authentication, including the advisor

Finding DocuSign in Advisor360°

Within the Advisor360° platform, DocuSign can be found on the Practice360° > Forms Tab. A link to
DocuSign can also be added to your Popular Applications & Links widget on Advisor360°.

IMPORTANT! To avoid processing delays for Life, DI and Fixed Annuity new business/post issue
paperwork, do not submit this business through Advisor360° DocuSign. For these lines of business go to
the DocuSign FieldNet page and submit through the MassMutual Field account version of
DocusSign/eSignature. In addition, for VUL new business submissions all electronically signed paperwork
must be submitted using the legacy MML DiduSign Platform. For variable annuity new business
submissions, if utilizing eSignature within VAOE, do not also initiate an eSignature request via
AdVvisor360° DocuSign. Refer to the DocuSign Business Lines and Account Types Reference Sheet
along with the Annuity Order Entry eSignature Reference Guide and Annuity Order Enfry eSignature
FAQs for additional information.

To Access 1. From Practice360°, select the Forms Tab.

DocusSign Using e TIP: If the Forms tab does not appear, select the + tab to add it.
the

Practice360° >

Forms Tab

For Broker Dealer Training Use Only. Not for Use with the General Public.
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. -
Pract|c936°°® sEARCH: | Household or Accoun GO» | GETA QUDTE: cor | & ? (=]
HOUSEHOLDS DOCUMENTS x TRADING = ACCOUNTS x
Practice350° Group: | All Households v|v Saved Column View: | Households Default v | (1] ACTIONS: | wantto... =
62 Household(s) Found C Refresh (Last Updafed: 12/1/2020, 10:46:33 AM)
Al Household Name a HHValue (S) 1-Day Change (%) Cash($) CRMType CRM Category Household Assigned To  Last Reviey
(]
O [® 1234 PETE WRIGHT 0 0.00 0 A Latisha Ballard -
Synthetic
O m Alicia Gordon - Synthetic Household 4,489 874 -061 1,006 Client A Latisha Ballard -
Synthetic

Using DocuSign from Forms Tab

There are two ways you can open DocuSign from the Forms tab.

n DocuSign Dashboard Launch Button E e Icon next to Select Forms
Select an Advisor from the dropdown list. If eSignature is available for the form you need,
Select the Launch button. an e icon displays next to its title. Select the e to
S n the New Delivery Detail -up window
Opens to DocuSign’'s Home webpage. ope © e clivery Detals pop-up deo
and generate a new DocuSign envelope. See
next page.
praCtiCQSGON‘ SEARCH:|HC-‘.S&|1C d or Account # |GOD GET A QUOTE:| (Symik @Q 78
HOUSEHOLDS DOCUMENTS % TRADING x ACCOUNTS x FORMS %
Search fEasyFiII N
@® NFs O Sponsor Client/Account  (None Selected) & cjear N Find
| | search Advisor: [ Select v
OR Select a category: Blgsnsgosé&r‘:ject an advisor before launching the DocuSign
[My Top Forms ~ | Show Category '
Docus;’n.’
o Dashboard”
Launch

\. ' J

My Top Forms
529 Plan/ABLE Plan Addendum (€] 05720

Account Maintenance Online Request % 03/2

Breakpoint Worksheet (2] €] 05/13 e I
Brokerage Account Application %] €] 4/20

Business Reassignment Form &l 10/17

Cash Management Application (&1 (=l M!'r Tnp Forms

Change of Broker Dealer Form &€l 1017
Change of Representative Form %] (€] 11/17

Check and Security Remittance Form =] 0317 52 9 Pla nIIIABL E Pla n Adde nd le I!‘@GEI{EG

For Broker Dealer Training Use Only. Nof for Use with the General Public.
MML701rg1_48 6/9/22 Page 3 of 23




Advisor360° DocuSign Reference Guide

Sending Directly from Forms Tab

Using the e icon, you can quickly generate a DocuSign package for your client in the Forms tab.
o Note! This icon is only displayed next to documents that are eligible for digital signature.

Generating a 1. Select the e icon.
New Envelope

= My Top Forms

229 Plan/ABLE Plan Addendum @ 05/20

2. The Delivery Details window appears.
Select the Advisor from the drop-down list.

e |If you have access to other advisors or are a proxy for an adyvisor,
you can select the specific advisor name using the Advisor
dropdown list.

Delivery Details

Legal Name Email
Recipient 1: | || |
Recipient 2. | || |
Subject: |A document is ready for your electronic signature |
Body:

Advisor: LATISHA ADVISOR

Next

ote: You will be able to add additional recipients on the next screen

Advisor: LATISHA ADVISOR ol
LATISHA ADVISOR

BOB ADVISOR
PETER ADVISOR

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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3. Complete the envelope’s delivery details.
e Enter the recipient(s) Legal Name.
e Enter the recipient(s) Email address.
e Change the default Subject line. (Optional)
e Add a note to the client in the message Body. (Optional)

Delivery Details
Legal Name Email
Recipient 1: | | | |
Recipient 2: | | | |
Subject: |A document is ready for your electronic signature |
Body:
4
Advisor: LATISHA ADVISOR % W
Next | - mmmm—
Note: You will be able to add additional recipients on the next screen.
TIP: a dropdown list may appear o iy Dt
when you begin typing in a field if (e
you have entered a similar string of | Rrepentt  [Kelse ] )
characters before. To save time, ROOEMZ | watsay oy
select the correct data enfry from FENPIR | e
the list.
4. Select the Next button.
For Broker Dealer Training Use Only. Not for Use with the General Public.
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Setting Up the Envelope

A document is ready for your elecironic signature | | MassMutual (® ACTIONS ¥ | RECIPIENT PREVIEW NEXT

Add Documents to the Envelope

=t

UPLOAD o

USE A TEMPLATE

: GET FROM CLOUD ¥ We are not using/covering the Template
kzuaages y or Cloud buttons at this time

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope.

B ADD FROM CONTACTS !: SIGNING ORDER
Import a bulk list. Send copies of this envelope to many people at once. (D
[w] setsigning order
1 T"m.' . # NEEDS TO SIGN v CUSTOMIZE v
Claire Client B |
H Email *
C.Client@email.com |
| 2 | Name * # NEEDS TO SIGN v CUSTOMIZE ¥
o LATISHA ADVISOR 8|
EE Email *
| Latisha-Advisor@massmutual.com J
SEND NOW MNEXT
L
The form you selected will be shown here. (On the MyForm.pdf .
Next screen, you will be able to customize many of 25 pages -
the form fields.) Apply Templates
Replace
There are several options in the dropdown list. | Download Document
At this time, we are not using templates. Rename Document
Delete Document
View Document
To Add Multiple Documents to an Envelope:
¢ Select the Upload button and locate any additional forms saved to your computer, to
o send a package of forms to a client for signature.

Note! For all Direct Business submissions advisors and staff should combine all PDFs
within an envelope info a single document except for the MSA which should be a

For Broker Dealer Training Use Only. Not for Use with the General Public.
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separate PDF. The MSA should always be a unique PDF to quickly review and process.
As an example: For an MSA eligible new account the envelope would contain 2 PDFs;
an MSA (PDF) and the new account paperwork (PDF).

e If you want the additional forms to be pre-populated, customize them ahead of time
and save them to your computer.

e If uploading a form with fillable fields to the envelope, a Managed PDF form field data
dialog box will appear.

Manage PDF form field data

What would you like to do?

Assign to:
elect Rac
Keep PDF form data

Dedate data

e Select how you would like to manage the PDF form fields using the table below:

Option
Assign to

Description
Select the recipient to assign the fields on the form to. The color of the
field changes to match the recipient's color code. When selecting this
option, all fields on the form are assigned to one recipient, but you can
change the recipient assignment after you convert the form fields. If
information entered in the fields needs to be changed on the form after it
is uploaded to DocuSign, select this option.
Note!
If you select this option, and you want to change the assigned recipient
for any of the converted form fields:

a. Select the field to reassign. (Use Shift + click to select
multiple fields)

b. In the field properties panel on the right, expand the
Recipient list and click the recipient you want to assign the
selected fields to. It is especially important to pay extra
attention to signature locations.

The signature fields must be assigned to the correct recipient(s) for the
correct person to sign in the correct location.

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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Keep PDF Select this option to convert the contents of the fields of the original PDF

form data form into a permanent, read-only part of your document. If this option is
selected, the information in the fields on the form cannot be edited once
the form is uploaded.

Delete Select this option to delete the converted fields from your document. All
data the form fields, and any data they contain, are removed from your
document.

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope. 3 ADD FROM CONTACTS = SIGNING ORDER

Import a bulk list. Send copies of this envelope to many people at once. ()

[v] Setsigning order

1 ‘ Name * # NEEDS TO SIGN ~ CUSTOMIZE ~
Claire Client A |

" Email*

c.Client@email.com |

| 2 ‘ Name * - # NEEDS TO SIGN ¥  CUSTOMIZE v
LATISHAAE_)VESDR a |
" Emait

Latisha-Advisor@massmutual com |

NNNNNN W MEXT

e Validate that the information for each recipient added earlier is correct. If it is not
correct, then update it here.

Authentication Options

Recipient identity verification is an option you are required to set for each recipient on an
envelope, requiring them to provide additional information to prove their identity. Identity
verification methods include: phone call, SMS, and knowledge-based ID check.

¢ Allrecipients are required to complete authentication prior to accessing an envelope,
including the representative.

¢ Fees associated with using the authentication methods will be covered by MML Investors
Services. The fee is not charged to the sender or the recipient. Clients may incur a fee if
their wireless carrier charges a separate fee for the use of text messages.

Senders apply identity verification requirements when recipients are added to the envelope.
For DocuSign eSignature, the available identity verification methods include:

Option Description
SMS This method requires the recipient to receive an SMS text message at a
(Default specified phone number. The text message contains an access code,
Option) which the recipient must enter to view the documents. The recipient

has three chances to enter the code correctly. When you select SMS
verification, you provide the phone number for the recipient. The
number must be able to receive SMS text messages. To enter the
phone number, you select the country code from the drop-down list,

For Broker Dealer Training Use Only. Not for Use with the General Public.
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Knowledge-
Based
(KBA)

Phone Call

and then enter the complete phone number, including the area code.
If you add a recipient using your Contacts list and the contact
information includes one or more phone numbers, you can select a
saved number to use for the SMS verification.

This method requires the recipient to answer detailed questions about
themselves, based on data available in public records (such as their
current and former addresses). The DocuSign eSignature KBA uses an
identity verification service from LexisNexis Risk Solutions that validates
user identities in real-time. Recipients are asked a series of top-of-mind
questions generated from information from commercially available
records. This dynamic identity check service confirms identities on the
fly, without requiring an organization to have a prior relationship with
the user.

This method requires the recipient to answer a phone call and receive
a verbal authentication code, and then enter the code to view the
documents. The sender can provide the phone number for the
recipient and allow the recipient to enter a phone number of their
choice.

What Happens If Recipients Fail the Authentication Challenge?

A recipient has three attempts to pass the validation step.

e [f arecipient fails the authentication, use the resend feature to send a new noftification
email and give the recipient another chance to pass the validation step. For example,
you have phone authentication on an envelope and the recipient enters an incorrect
code three times. They no longer have access to the documents.

To Resend a New Notification Email

1. In these situations, locate the envelope on your Manage page and resend it.
2. A new nofification email goes out to all outstanding recipients and the signer can again attempt
to authenticate themselves.

Tip! For knowledge-based authentication failures, the issue is most often that the identity
verification service cannot validate the signer's identity. The envelope history contains
additional details regarding authentication failures.

MML701rg1_48
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To Add Phone Authentication for a Recipient

1. Start an envelope as usual, adding documents, recipients, and messages.

‘ 1 | Name * # NEEDS TO SIGN ~ CUSTOMIZE ¥
| Melanie E. Deschutes a

‘P Add access code 0

Enter a code that only you and this recipient know.

Email *

| melanie.deschutes@gmail.com Add identity verification

Make sure the right person accesses the envelope.‘{t’}

Add private message

*4 ADD RECIPIENT ADD CONDITIONAL RECIPIENT Include a personal note with this recipient.

£+ Advanced settings

2. Select Phone Call for the Identity Verification method.

3. If the recipient was added from your Contact List and has saved phone numbers, the Phone

Number field is automatically populated, and you can click the phone icon to select from any
additional numbers saved for the contact. Otherwise, go to step 4.

=2 Identity Verification

‘ Phone Call v

Recipient will receive an access code via phone call. A fee will be charged per usage.

Phone Number *

|+t v [ 5105551202 | w l‘ B |

|:\ Allow rec CONTACT NUMBERS

v  +1510-555-1212 (home)

+1 510-505-1111 (mobile)
+; ADD RECIPIE IPIENT

4. Use the drop-down menu fo select the appropriate country code for the recipient. The
selection defaults to a value based on your user or account address. If you change the default,
the value is remembered and used for subsequent phone and SMS authentication settings.

(B Identity Verification Close Discard

‘ Phone Call v‘

Recipient will receive an access code via phone call. A fee will be charged per usage.

Phone Number *

I =]

\:‘ Allow recipient to provide phone number.

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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5. Enter the phone number for the recipient. This is a number at which the recipient can receive
the authentication challenge. The entry must be numbers, and can include spaces, dashes,

and parentheses.

Note! You can leave this field blank and let the recipient provide a number by selecting the
Allow recipient to provide number checkbox. If you allow the recipient to provide a phone

number, the level of authentication is reduced since this process only ensures that the recipient

has control of the phone number they are providing.

6. Finish sefting up the envelope by assigning recipient fields.
7. Send the envelope.

To Add More Recipients

Senders must be aware of how many signers are required to sign the document(s) and therefore, how

many recipients are needed on the envelope. If additional recipients need to be added to the

envelope, follow the instructions below.

Add Recipients to the Envelope

& sender, you automatically receive a copy of the completed envelope a B ADD FROM CONTACTS I: SIGNING ORDER

Import a bulk listiSend copies of this envelope to many people at once. (&)

[v] setsigning order

1 | Name * # NEEDS TO SIGN ¥ CUSTOMIZE ~

3 | Claire Client E|
# Email * o

| CClient@email.com |

& Access Code Close Discard

| 123456 )

Codes are not case-sensitive.
You must provide this code to the signer.

Thia code is available for you to review on the Envelope Details page

| 2 | Name * # NEEDS TO SIGN ¥  CUSTOMIZE v

~|_LATISHA ADVISOR :]

" Email *

| Latisha-Advisor@massmutual.com |

*4 ADD REC@ENT

Message to All Recipients Advanced Options | Edit

Recipients can sign on paper
Custom email and language for each recipient 2 p 9 Por
» Incomplete envelopes expire days aiter send date

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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Select the Add Recipient button to add additional recipient to the envelope (e.g., if another
client needed to sign the documents as well).

Another recipient will appear:

Name *

]
N

*4 ADD RECIPIENT

I

i NEEDS TO SIGN + CUSTOMIZE v

Recipients must be in the correct order. All clients must receive and sign documents before
the representative. As additional recipients are added, set the correct signing order to route
the envelope to the correct signers in the correct order.

(Additional Features

While you might decide to use

need to add the other optional

When sending a document that
action must be set to ‘Needs to
that does not require a signature

action can be set to ‘Receives a
Copy' or ‘Needs to View'.

Needs to Sign or Receives a Copy or
Needs to View, if is likely you will not

aftributes shown here, at this time.
Senders can elect the appropriate
action for the recipient based on
the type of document being sent.
requires a signature, the recipient

Sign’. When sending a document

such as a Prospectus, the recipient

\

# NEEDS TO SIGN ¥ Dropdown not typically used.

[ # MNeeds to Sign ]

27 In Person Signer

CC Receives a Gopy

document.

Needs to Sign — Recipient
must complete the required

| © neeastoview | fields assighed to them, such
2 Specity Recipients as signature, initial and date.
¥ Receives a Copy - Recipient
g oo receives a copy with no

further action required.

Needs to View — Recipient
must open and view the

These features are not covered in

E ADD FROM COMTACTS

T= SIGNING ORDER

this guide.
This feature is not covered in this Add Recipients to the Envelope
gUIde . As the sender, you automatically receive a copy of the completed envelope.

Import a bulk listfSend copies of this envelope to many people at once. ()

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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To see the form as the client
would see it, you may select

A document is ready for your electronic signature | | MassMutual

Add Documents to the Envelope

the Recipient Preview
button.

USE A TEMPLATE

GET FROM CLOUD  ~

Breakpoint Worksheet
Account Name. ____%____,__ Fund Family:_ =
SSN/TINBIN
Today's Date: Rep's Nama:

1. Total holdings of customer through MML Investors Services, LLC in Fund Family noted above:

SSN/TINBIN an Accounts Account Number(s) Holdings in Account (Current

value (NAV) or historical cost)
5

2. Total holdings of customer outside MML Investors Services, LLC in Fund Family noted above:

(I Customer declined to provide [J Customer provided (record below) [ No outside holdings

SSN/TIN/BIN on Accounts Account Number(s) Account Type Heldings in Account (Curmrent

value (NAV) or historical cost)
k]

S
$

Copyright © 2020 Do

Next Step - Opening the Form

® AcTiONS ¥

RECIPIENT PREVIEW NEXT

3 ADD FROM CONTACTS = SIGNING ORDER

SEND NOW NEXT

This form would be
customized with EasyfFill
or if you already
completed the fields

and then saved and
uploaded it from your
PC - otherwise, you
can customize it during
the next step.

S e | ec-l- a N exi A document is ready for your electronic signature | | MassMutual
bU‘I"I’on e|‘|’her from Add Documents to the Envelope
the top or bottom :
S
of the screen.
[ ]
USE A TEMPLATE
GeT Fom cLoup v
MyForm.pdf
2pages
Add Recipients to the Envelope
A8 the send, acopyof
Import end copies of this envelope to many peopie at once: ()
[] Sstsigring order
El| Name * # NEEDS TO SIGN +
 [cmire ctrent 8|
J Email
cClient@email.com |
] Name * # wegos 10 sin
 [[msta awisor a|
¥ emai -
Latisha-Advisor@massmutual.com ]

® actions v | Reciient pRevie NEXT

cusTomize

cusTomize

For Broker Dealer Training Use Only. Not for Use with the General Public.
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Completing the Form in DocuSign

& Add Fields | Envelope | DocuSign - Google Chrome g X
@ appdemo.docusign.com/prepare/1a356abe-073e-42ca-9347-88c593ac29cd/add-fields
< A document is ready for your electronic signature | | MassMutual @ ACTIONS ¥ RECIPIENT PREVIEW SEND
LATISHA ADVISOR ~ H 2 0 3 122% v = ™
O\ S % -
Documents &
Standard Fields
. MyForm.pdf A
F £ sgraure Breakpoint Worksheet Pages: 2
® DS Initial Account Name: Fund Famdy i =
. SSNITINBIN
n Date Signed
Today's Date: Rep's Name
1. Total holdings of customer through MML Investors Services, LLC in Fund Fa%ly noted above:
[
- Name SSNTINBIN on Accounts Account Number(s) Holdings in Account (Cument
value (NAV) or historical cost)
- ¢
s Email 5 T
s 1 (I |
B company Total §
B Tite 2. Total of outside MML Services, LLC in Fund Family noted above:
Customer declined 1o provide Customer provided (record below) ] No outsiie hoidings
SSNTINBIN on A Account 1) Account Type Holdings in Account (Current
T Text value (NAY) or historical cost)
$
5
Gheckbox :
Total .
[ oropaown 3. Total holdings of related parties in Fund Family noted above: P |
® Radio Customer declined 1o provide [ Customer provided (record below) 1 No related parties
SSN/TINBIN on Accounts Name/Relationship Account Number(s) Holdings in Account (Cumrent
I8 Payment ftem value (NAV) or historical cost)
$
S
E Drawing NEW Total §
4. Today's purchase amount (in Fund Family noted above): 5
fx Formula
5. Total holdings (add totals for 1 - 4): 5
& Attachment 6. Based on the total line 5, is the client eligible for a reduced sales
charge/breakpoint discount as noted in the Fund prospectus? JYes O No
E Mote a. What sales charge/breakpoint discount s the customer eligible for?
Note - if the answer io question 7 and Ta are no. this field will represent the
f ;
B} npprove mos! favorable sales charge/breakpoin! discount for the chent %
7 Is there a letter of Intent (LOI) on file that would entitle the customer to a further breakpoint? 1¥es CINo
® Deciine a. I there is not an LOI on file, should the customer sian one? ClYes CINo i
v« »
BACK SEND
Pawered by DocuSign English115)* Contac?Us | TermsofUse | Privesy | Infellactusl Proparty | Trust | Feedback Copyright © 2020 DocuSign, Inc. Al rights reserved
Note!
.

If you choose to use the easy-fill option, then some of the information will be pre-filled
within the form. Client data that is saved within the Advisor360° system will populate in

the respective fields.

Review the document to ensure that all fields are completed appropriately. EasyFill will

not pre-fill all information.

Either way, you can use DocuSign’s tools to further customize the form prior to sending.

MML701rg1_48
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- ; Tofal 3 2
2. Total holdings of customer outside MML Investors Services, LLC in Fund Family noted above: Documents &
Standard Fiek= [ Customer declined 1o provide Customer provided (record below) No outside holdings
MyForm.pdf ~
’ SSN/TINBIN on Accounts Account Number{s) Account Typa Holdings in Account (Current Pagea: 2
7] # Signature value (NAV) or historical cost) e
s .
DS s —
= US Initial H )
Total $
ﬂ Date Signed
3. Total holdings of related parties in Fund Family noted above:
Customer declined 1o provide Customer provided (record below) No related parties
A Name SSNTIN/BIN on Accounts Name/Relationship Account Number(s) Holdings in Account (Cument
wvalue (NAV) or historical cost)
&4 Email 3
, e —
B company Total §__ 0000
i Title 4. Today's purchase amount (in Fund Family noted above): ]
5. Total holdings (add totals for 1 - 4): L
6. Based on the total line 5, is the client eligible for a reduced sales
T Text charge/breakpoint discount as noted in the Fund prospectus? 1Yes CIMNo
a What sales charge'breakpoint discount is the customer eligible for?
Note - if the answer to question 7 and 7a are no, this field will represent the
] Checkbox most favorable sales charge/breakpoint discount for the chient %
[4] Checkb
E Dropdown T Is there a letter of intent (LOI) on file that would entitle the customer to a further breakpoint? ] Yes No
a. I there is not an LOI on file. should the customer sign one? 1Yes CINo 2 o8
® Ragio b. What breakpoint discount is avaiable based upon the existing or new letter of
intent? Note — if the answer to question 7 or 7a is yes, this field will represent
& Payment item the most favorable sales charge/breakpoint discount for the client . %
Date
% Drawing  [NEW
Dare
fx Formula
Supervisor's Intials Date
& Attachment
| Page 1of 2 035950001 i
B nNote
I & Approve

o It will likely already be set up to show you where you should sign. However, if
needed, you can add signature tags as well.

Use the toolbar to customize the form.
Simply drag and drop the option in the toolbar to the area of the form that you
would like to customize.

T T » Text
e ?_r:l Account Name

e Signature tags are color Lo et : . o | DD | iy | Recipient &

) Claire Client Claire Client v

coded to help you easily ATSHA ADVISOR

|w] Required Field

designate each signee e - " E—

5. Total holdings (add totals for 1 - 4) s

B8 Formatting v
. | = Inital . Based onth tofal lne 5, s the clien algioe for s reduced sales
e —_—
and attach signature B oo o S e e e e = % | Data Label v
e L i
. most favorable sales charge/breakpoint discount for the chent - % Tooltip ~
tags to different areas. e AR D
- 2 Ifthere is not an LOI on file, should the customer sign ona? 1¥es ONo | Location ~
R M .I.h M .I. .I. = Email b What breakpoint discount is avaiiable based upon the existing or new letter of
eview the signature tags - e e —

le

to ensure they are & L -

assigned to the correct - ) B

e
k-
)
E

signer.
You can change the Important: Be sure to put the appropriate signature tag

recipient using the tool in the appropriate area;
menu on the right. so, your client knows where fo sign.

For Broker Dealer Training Use Only. Not for Use with the General Public.
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< A document is ready for your electronic signature | | MassMutual @ ACTIONS v RECIPIENT PREVIEW SEND
——
2 = +
Claire Client . v -8 o e v [ o
e a
Qs x SSNTINBIN on Accounts Account Number(s) Haldings in Account (Current [ Date Signed
- value (NAV) or historical cost)
Standard Fields : =
s Recipient ~
. Total § . ;
73] # Signature Claire Client i
2. Total holdings of customer outside MML Investors Services, LLC in Fund Family noted above:
(=1 DS initial Customer declined to provide Customer provided (record below) [ No oulside holdings .
Formatting hd
[ Date Signed SSNITINBIN on Accounts. Account Number(s) Account Type Holdings in Account (Current
value (NAV) or historical cost) Data Label v
3 ——
5
5 Location v
- MName Total § E
3. Total holdings of related parties in Fund Family noted above:
B4 Email
Fustomer declined to provide 0 Customer provided (record below) [ No related parties.
B company SSN/TINBIN on Accounts Name/Relationship Account Number(s) Hoidings in Account {Cument
& value (NAV) or historical cost)
Title s
1
5
Total §
T Text 4. Today's purchase amount {in Fund Family noted above): $
5. Total hoidings (add totals for 1 - 4); $_
Checkbox
6. Based on the total line 5, is the client eligible for a reduced sales
E] o 2 charge/breakpoint discount as noted in the Fund prospectus? Fi¥es O No
ropdown a.  What sales charge/breakpoint discount is the customer eligible for?
Note — f the answer 1o question 7 and 7a are no, this field will represent the
® Radio most Lavorable sales chargebreakposit discount for Ihe client %
7. Isthere a letter of intent (LOI) on file that would entitle the customer to a further breakpoint? Yes (INo
=
I Payment item a. Hihers is not an LOI on file, should the customer sign one? O Yes CINo
b. What breakpoint discount is available based upon the existing or new letter of
intent? Note — if the answer to question 7 or 7a is yes, this field will represent
#ha-most favorable sakes charge/breakpoint discount for the clent %
E Drawing NEW slign
v
fx Formula 2 _|re o
& Attachment —+— | [Date signed|
fe’'s Signature D
B MNote
Supervisor's Initials Date
& Approve Save As Custom Field
| Page 10f2 035950001 il
® Decline - Delete
2K .

When you are done customizing the form, select the Send button — at the top or bottom
of the screen.

o The CIienT WI” recelve an emOiI Brokerage form | | MassMutual

DocuSign Demo System <d >
To Client, Claire

Once they click the Review Document button,
they will be taken to the DocuSign site upon Bcubi

successful authenfication, where they can
complete the eSignature process.

Latisha Advisor sent you a document to review and sign.

REVIEW DOCUMENT

You can customize the subject line
and body of the message when Latisha Acdisr
you set up the envelope.

(@massmutual com

Claire Client,
Please DocuSign MyForm pdf

See . Thank You, Latisha Advisor

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

Alterate Signing Method
Visit DocuSign.com, click ‘Access Documents', and enter the security code:

For Broker Dealer Training Use Only. Not for Use with the General Public.
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How to Create a Copy or Void an Envelope

Creating a copy of an envelope is beneficial when you need to prepare a form using the maijority of
the same information you entered a previous form without having to enter the same information
twice.

Examples of when to use the Create a Copy function:

e Correct a document to resend.
e Client has additional requests.

Creating a Copy

L i) il

MML Investors Services
MANAGE TEMPLATES REPORTS

NEW Sent Q, Search Sent and Folders <= FILTERS

Shared Envelopes Filtered by: Date (Last 6 Months) | Edit

Subject Status Sent

ENVELOPES

Creating a A ‘a st lectronic slanat 2/7/2018
5 i copy can be v Tc<):l1:<:|un ocuments for your elec T;I:;::gna ure. Completed 0302 prn MOVE -
g sent done for any ) )
items under Forward
2/7/2018
Create a Copy

Account documents for your electronic signature. 19

[/ Drafts
/ the Inbox or ® o Waiting for Others 1096 am
B Deleted Sent

Envelopes A d fi | 2/6/2018 st

: ccount documents for your electronic signature. .
QUICK VIEWS categories. @ To: +1 more Voided 04:42 pm Form Data
© Action Required Delete
Looking for more? | Edit your filters
Waiting for Others

®
A Expiring Soon
v

Completed

To Create a Copy of an envelope, go to your Manage tab in DocuSign.

Find the Envelope you want to copy.

Choose Create a Copy from the drop-down menu.

To complete the process, follow the prompts to:

Add Recipient(s)
Add Documents
Sign

Send

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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Voiding an Envelope
Voiding an envelope allows you to cancel the item. Examples of when to use the Void function:

e Client changed his or her mind.
e Corrections need to be made.
¢ Sentfthe envelope to the wrong e-mail address.

o To Void an envelope, go to Manage tab. (See screenshot above)

o From your sent items, select the envelope you want to Void.
Completed items cannot be voided. (See screenshot above)

o Choose Void from the drop-down menu.

RESEND ¥

Move

Correct

Copy

Void

History

Form Data
Export as CSV

Delete

o A window will display requiring a Reason for voiding the envelope.
All recipients will see the reason for voiding.

For Broker Dealer Training Use Only. Not for Use with the General Public.
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Void Envelope MML Investors Services

o By vaiding this envelope, recipients can no longer view it or sign enclosed

documents. Recipients will receive an email notification, which includes your
reason for voiding the envelope.

An email will be sent
* Reason for voiding envelope. I notifying all the recipients e‘;'cﬂtirii?cﬁ;fgﬁ:mrg??;‘Tnema for your
Do) that the gnvelope hgs -
= been voided and will
show the reason given
here for voiding the

196 characters remaining. envelope.

Account documents for your electronic signature. 19 has been
voided for the following reason:

Demo
CANCEL
Powered byDocuSign,

Select Void. An email will be sent to all recipients notifying them the envelope has been
voided.

How to Obtain a Detailed Status of an Envelope

[

MANAGE

MML Investors Services

Sent items are listed in the order of when they were sent. The
L most recently sent item will be displayed first.

NEW =
Sent The Status column will display whether an item is completed, == FILTERS

Filtered by: Date (Last 6 Months) | Edit waiting on others to sign, waiting on you to sign, or voided.
Shared Envelopes

Subject Status Sent
ENVELOPES
— Account documents for your electronic signature. 60 ) 2/8/2018 m
Bl Inb
oox 2 o To: Kourtney Butler, Kourtney Butler +1 more Need to Sign 02:00 pm
[ Drafis Account documents for your electronic signature. 19 2/7/2018
- @ To: Kourtney Butler, Kourtney Butler Voided 04:57 pm MovE B
| b=Eed Create a Copy
v Account documents for your electronic signature. Completed 2/7/2018 3
QUICK VIEWS To: Kourtney Butler, Kourtney Butler +2 more » 03:02 pm
o Action Required Form Data
@ Account documents for your electronic signature. Voided 2/6/2018
(@ waiting for Others To: Kourtney Butler, Kourtney Butler +1 more 04:42 pm Delete

A Expiring Soon
Looking for more? | Edit your filters
~ Completed

For Broker Dealer Training Use Only. Nof for Use with the General Public.
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o To view the statuses of envelopes that have been sent, select the Manage tab.

o Select Sent from the Envelopes list.

e Sent envelopes display in the order in which they were sent; most recent will be first.

e Use the drop-down menu to select the History of the envelope you want to view.

o The Envelope and Document _ x
R . . Envelope and Document History
History window will open to

show details and list the 0 ~

DOWNLOAD CERTIFICATE PRINT
specific Activities of the Subject Enclosed Documents
Account documents for your electronic Transfer of Assets Form.pdf, DEMO ACCOUNT STATEMENT.pdf
signature. R .
envelope Envelope Recipients 'nme - Displays the time the
Envelope ID Example name, example name | activity occurred.
b37bdb@7-947-4e31-962b-a32e95d6369d
Status E User - Displays the name of
Date Sent Voided the person who prompted the
2/6/2018 | 01:56 pm activity‘
Status Date
Date Created 2/6/2018 | 04:42 pm Action - Displays the type of
2/6/2018 01:55 pm Holder activity that occurred.

Time Zone Example name

EActivity - Displays a brief
(UTC-05:00) Eastern Time (US & Canada)

description of the activity.

m Status - Displays the current
Time i User E Action Activity E status of the activity. Smlus

Example name

éf;zsmr?ql ({English (US)) Registered The envelope was created by Example name Created
il [apI:63.66.112.5]

2/6/2018 | EBEurErEre Sent Example name sent an invitation to Example name

01:56 pm (English (US) Invitations Example name email@email.com Sent
: [api:63.66.112.5]

CLOSE

For Broker Dealer Training Use Only. Nof for Use with the General Public.
MML701rg1_48 6/9/22 Page 20 of 23



Advisor360° DocuSign Reference Guide

Sending Directly from the New Account Opening

Tool

A DocuSign envelope can be started from the Sign & Submit page of the New Account Opening tool.

1. In the DocuSign Delivery (eSign) column, select the radial buttons next to all of the forms that
you would like sent to the client for eSignature.

Note! A client email address must be entered in the Parties screen in order fo use DocuSign

delivery.

2. Inthe Account Setup column, select either Create or Do Not Create the account. Select

Submit.

© Advisor360° | ACCOUNT OPENING

E Account Types

Parties

m Account Information

INDIVIDUAL

Sign & Submit

SIGN & SUBMIT

<
(]

Sign & Submit

Individual

Primary Owner

SIGNATURE & DELIVERY

FORM NAME

Customer Relationship Summary (Form CRS)
Reg Bl Disclosure

Journal Request Form

Master Services Agreement (LYNETTE M AASEN)
ACCOUNT SETUP

Are you ready to create the account?
@ cCreate (O Do Not Create

DOCUSIGN
DELIVERY PDF DOWNLOAD

(ESIGN) All (PRINT) Al

® O

® O

® O
O

®

3. A DocusSign Delivery window opens, which displays the DocuSign envelope contents, including
client email address and list of forms you selected to be sent. You can edit the email subject
and/or add a message to the client.

4. Select either Save draft in DocuSign (send later) or Send forms to client now.

Note! Sending forms to client now will not allow the forms to be edited before sending to the
client. If there are more forms or data that needs fo be added, save the draft to DocuSign first.

MML701rg1_48
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Sign & Submit
DocuSign Delivery X
Individual
Primary Owner To Emall
o
Sender
SIGNATURE & DELIVERY
Email Subject™
FORM NAME Adocument is ready for your electronic signature
Customer Relationship Summary (F¢
Reg Bl Disclosure Message
Journal Request Form
Master Services Agreement (I q
ACCOUNT SETUP DELIVERY INCLUDES
Are you ready to create the account?* Brokerage - Individual Forms
Create © Do Not Create 1. Customer Relationship Summary (Form CRS)
2. Reg Bl Disclosure
3. Journal Request Form
4. Master Services Agreement (| 1
| Save draft in DocuSign | | Send forms to client now |

5. After making your selection, you will be sent to your Advisor360° Dashboard, which displays the
status of your DocuSign Delivery.

Note! When you elect Save draft in DocuSign, the Account Opening Dashboard will provide
you with a snapshot of new and in-progress accounts. The Dashboard is where you'll obtain the
new account number (or NAF ID). To access the Dashboard, go to Practice360° > Procedures
Wizard tab > Saved and Finished Accounts file > Account Opening Dashboard. On the
Dashboard click on the Docusign Delivery (eSign) hyperlink and it will bring you to that saved
envelope in DocuSign.

€ Advisor360° | ACCOUNT OPENING

Dashboard
R oby | Household qQ
8Account(s) | v Filters Applied (1 doted 10304 C
b ACCOUNT HOLDERIS] Y BUSINESS LINE - REGISTRATION T SIGNATURES, b ADVISOR ID T LAST UPDATED
Complete- Brokerage - Individual D Detivery (sSign
FOF load (Print
In Progress Brokerage - Individual
In Progress Brokerage - Individual TOD DocuSign Delivery (eSign
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How to Send Documents from AOE for eSignature

To learn about the eSignature experience in the Annuity Order Entry (AOE) platform, refer to the
Annuity Order Entry eSignature reference guide.

eSignature for WMS New Accounts

Wealth Management Services (‘WMS') accounts are opened via Unified Account Opening (‘UAQ’)
on Wealthscape. UAOQO is integrated with a separate instance of DocuSign and new account
paperwork for a WMS account is submitted for electronic signature through the UAO DocuSign
experience. For additional information and instructions on this process, see Create New Account —
Unified Account Opening.

Executed Documents

Recipients receive an email from the sender via dse@DocuSign.net.

Once the documents are fully executed by all recipients, the documents are automatically sent to
the home office at MMLIS for processing. Senders do not need to manually submit a copy of the
executed documents to MMLIS.

Documents and corresponding Cases will be visible in Advisor360°. To learn more about Cases, refer
to the Practice360° Cases Reference Guide.

For Broker Dealer Training Use Only. Not for Use with the General Public.
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