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Introduction

This user guide introduces ‘eSign’, the electronic signing functionality within ApplyOnline.
e Overview of eSign
e  Using eSign;
o Step by step — broker

o Recipient eSign process (high level)

Overview of eSign

eSign allows signatures to be captured electronically and is available using the lender’s preferred
service provider (eg. Docusign, eSignLive, AdobeSign and more), in this case Docusign. The process is
managed using the ApplyOnline Supporting Docs service for documents that are eSign-enabled by the
lender, thereby giving the ability to send, track and receive electronically signed print forms.

What are the benefits?

e Savestime

e Seamless signing process

e Manage and control the entire process within ApplyOnline

e Ability to sign documents using mobile or other tablet devices

e  Secure access by way of two factor authentication (subject to service provider)

e  Easily obtain signatures from applicants in remote areas

e Paperless approach to signing documents (eco-friendly)

e Automatically attaches and self-verifies the signed document to the relevant condition

e  Secure transmission of documentation

Sending a document for signing overview
Sending documents for signing in ApplyOnline is an easy 3 step process;

1. Complete eSign request via the Documents tab
2. Applicant receives email and electronically signs

3. Once all signatories have signed, the completed documents automatically attach and self-
verify themselves to relevant condition
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Glossary

eSign Available
Documents that allow electronic signatures are clearly marked on the ApplyOnline application print
menu as well as against the relevant condition in the document checklist.

Start eSign Request
A quick and simple step-by-step process to send documents requiring signatures electronically. The
action link is available on the ‘Documents’ tab.

Cancel eSign Request
Action to cancel an eSign request in progress. NOTE: An eSign request cannot be cancelled once it has
been completed.

Recipients
All loan parties within an application may become an eSign recipient if a signature is required from
that loan party, e.g., applicant, guarantors, beneficial owners, etc.

eSign Pending

This indicates one or more recipients have not electronically signed a document.

Using eSign

What documents can be electronically signed?
To identify the documents available for eSign perform the following steps:

a) Select the Supporting Docs tab in ApplyOnline. A pen icon located in the top right hand
corner of a checklist condition card indicates eSign is available

‘ ) ! !
P o oot PSA——
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b) Click ‘Print’ along the top menu bar. Print forms marked with a pencil icon are eSign enabled

Use the radio-buttons to select a Document Pack and print all documents required for that Lodgement or use the checkbaxes to select
specific documents to print

Document Packs

® Electronic Lodgement Pack

Manual Ledgement Pack
Show All Documents

ApplyOnling Documents
Application Record
Record of ApplyCniine Application Data
Supporting Documents Checklist
Supperting Documents Checkist
Concise Supporting Documents Checklist
Concise Supporting Documents Checkiist
Application Summar
Summary of ApplyOnline Application Data
Electronic ID Verification Report
Report of Electronic Verfication Data

Lender Documents

% Short form applicatio

Complated appiication JGEr eiectronic submissions
¥ Fixed Rate Authori

Fixed Rate Authoriy 5

k2 Broker Interview Guidd # |
Ercker Interview Guide
cknowledgement
Co-Bormower Acknowledgement

Electronic Signature available
& Pint forms markett i the pencil con are eSign onabled. Tis servios il allow you o ablain signatures olecironicaly wih tis
lender. To use eSign, please go fo the ‘Documents’ tab in ApplyOniine. Go to Documents Tab.

Print Generate Black and White Output Cancel

Step-by-step - broker

To send document/s to the applicant to sign perform the following steps:

1. Click the ‘eSign Request’ link on the checklist within the ‘Supporting Docs tab.

R e e

o Start drop your documents here - or - Select flets)

Note: ApplyOnline automatically checks for errors prior to starting the eSign request process. If any
are present an error screen will display outlining the issues to be resolved.

The customer, broker and/ or broker representative must have a mobile number and email
address entered in the ApplyOnline Applicants Tab

eSign Request - Validation Error X

—

APPLICATION CHECK

€ Unable tostartelectronic signature requast due to validation error(s)

+ The application isincomplete. %
+ Toreview the details of the validation errors, selec§Fix Validation.
© Loan Applic: be, validated prior to obtair ignature(s).

Cancel FixValidation

Note: Click on ‘Fix Validation’ hyperlink to navigate to the ApplyOnline tab with outstanding validation
errors
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2. Allapplicants are selected automatically and must be included when using eSign.

eSign Request - Confirm Recipients X
P
[>4
APPLICATION CHECK 'CONFIRM RECIPIENTS

The eSign request will be sent to the following applicants
All applicants must be included when using eSign. If any are to be excluded, please cancel and obtain signatures manually

Amanda Advantedge

Mortgage Broker

@ Toedit applicant names, please £ to the Applicants Tab | ApplyOnline and update the relevant fields

Note: Click on ‘Applicants Tab’ hyperlink to edit applicants name if required

3. Click Next button
4. All eSign enabled forms in the Supporting Docs submission checklist are selected
automatically and are mandatory when using eSign

Note: You can preview the generated print forms prior to sending by clicking ‘Preview Print Forms’

eSign Request - Select Print Forms X

o

[~ 4

APPLICATION CHECK CONFIRM RECIPIENTS SELECT PRINT FORMS
Confirm which print form(s) requires eSign for the previously selected applicant(s)

(Note: ALL mandatory eSign enabled print forms on the checklist must be included when using eSign. If any are to be excluded, please cancel and obtain
signatures manually)

Short form application
Fixed Rate Authority

Broker Interview Guide

Don't see your form here?
Either the print form needed is not eSign enabled, or your application data is missing the right detail to trigger the required print form.

© select Send To eSign to submit the request now:
Alternatively you may choose to Preview Print Forms prior to submission to eSign.

5. Click ‘Send to eSign’ and the selected documents will be made available in a secure portal for
the recipients to review and sign

eSign Request - Sent X
y-J
14
sppucaToncHE e — [ — [——

Whats next?
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Submission Checklist view

Each condition card with an eSign enabled document will display ‘eSign Pending’ badge and status of
the eSign request will display ‘Sent’ indicating email notification has been sent

To start drop your doc

re - or - Select file(s) v
Submission checklist
‘——J@ xD aly & Print checkiist £ Ca
7 ” 1
400842639-ADV 400642635-ADV Amands Advantedge Amands Advantadge
oo oo L LN
Brokee Interview Guide Advantadgs Home Loan Short Form Primary Photographic lden... Payslio i
. -

Primary Photographic Iden.

Recipient eSign process (Docusign)
The steps involved to electronically sign a document are as follows:

1. eSign recipient receives an email notifying them that a document requires their signature.
2. Click ‘Review Documents’ button to open secure portal

DacuSign

Mortgage Broker sent you a document to review and sign.

Mortgage Broker
amanda ray@nexigen_net

AdvaniEdge sent you a document to review and sign

3. Recipient is prompted to complete SMS Authentication process

Security Requests from Sender
Mortga

MNextGen

SMS Authentication

In ordler to access this document, you need to confim yoy

your matile phane.

e below and select the *Send

ol ve & text message.
on the following page.

At 19 Signer Name: Amanda Advantedge

Please ssiect a pNONS Tat Can rECENVE text MESSAQEE 50 YOU C2n Sutnenticats:
SEND SMS CANCEL

1f you o nat have access to your mobils phona at this tims, select “Cancel” and retry when you have access.

Note: Mobile number can be edited in this screen. Customer would need to contact broker to edit
details in ApplyOnline Applicant Tab
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4. Click ‘SEND SMS”

L
Security Requests from Sender
Mortgage Broker
NextGen - Advantedge
SMS Authentication
An SMS message has been sent to your mobile phone. You should receive it momentarily.

Enter the code you raceived in the SMS message in the field below and press Confirm Code.

CONFIRM CODE CANCEL

If you do not receive an SMS message, select "Cancel”, verify the mobile phone number and try sending the SMS message again.

5. Enter DocuSign authentication code received via SMS
6. Click ‘CONFIRM CODE’

Please ReviewT& Act on These Documents DocuSign

Mortgage Broker
NextGen - Advantedge

AdvantEdge sent you a document to review and sign.
Please read the Electronic Becord and Signature Disclosure.
- 1 agree to use electronic records and signatures. Gelub L ORIERACTIONS v

7. Tick box to agree to use of electronic records and signatures
8. Click “Continue” button
Documents for review displays

cuments below. FINISH OTHER ACTIONS =+

=

Print & Sign
DocuSign Envekope 0: 38211046-EC14-4TB5-BF02-D45CIATSOST)
= .| Assign to Someane Else

Daciins to Sign

START

Help & Support I

About DocuSign ('

oue | 200ay 2020 Short Form Loan Applicatior &=

Wiew Cerfificate (FOF) [

[appLicATION DETALS View Elscironic Record and Signature
Disclasure

BROKER DETAILS Sessicn Infermaten

Mortgage Broker

[rssp— [y [rpwe—

amanda ray@nexigen.nel

Subsrgnator coge
123

To see full list of actions that can be completed click ‘OTHER ACTIONS’
o Finish Later
o Print & Sign
o Assign to Someone Else

Assign to Someone Else

* Aequired
Emall Addrees far the New Signer *

Mew Sigrer's Name *

Please provide a reason for changing signing respansibikity

250 characters ramaining

Salesting the Assign to Someans Eiss button will send & netfization 1o 1 parson 1o wham yeu ssigned
this svelope. The orginal sandar will alss receive a notification. You wil be addad as a Carbion Copy (CC)
recipient

canceL
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o Void (will cancel the eSign request and all other recipients will be notified)

Void Envglope

By voiding this envelope, recipients can no longer view it or sign enclosed documents. Recipients will
recaive an smail notification, which includes your reason for voiding the envelope.

Reason for voiding:

200 characters remaining

CANCEL

Correct

Help & Support (opens in new tab)
About DocuSign (opens in new tab)

View History

View Certificate (PDF) (opens in new tab)
Session Information

O O O O O O

DocuSign Envekops 10 0FSABS22-HE874ERT-B0A3-006RBADFE01D
START

dchoiceh nd

oue | 20Ny 2020 Short Form Loan Application

APPLICATION DETAILS |

BROKER DETAILS
Bt came Conpary rarm.
Merigage Broker

‘amanda ray@naxigon not
‘Subongrens sose

12

Use scroll function to review all documents to be signed
Action bar at top of screen enables recipient to:

CHECER AN . BRSO

Zoomin

Zoom out

Download

Print

Add Comment

Help

9. Click ‘START to begin the signing process

O O O O O O

Please review the documents below, FINISH OTHER ACTIONS |

The recipient will be taken to first section of the document/s that require signing

Select the sign field to create and add your signature.

Qasy 8 e o

Sngrre s 1 - [r——— -

I : |

ACKNOWLEDGEMENT BY BROKER

' nave ssked anc notied ot 0N features.
inchuding he fisks deniifed above.

Broker Ful nama

e Mcetage Broker
red - Sign Hers - signHers| e

SIGN

Lk D808 Pawing 84 1 e OUICOS Of 1 QUGS S CRjECTveS’ Bruiies 841,00t stiowe. The brcker must
of » hy o Toan product was chasen 1o meel
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10. Click ‘Sign Here’ within signature box
Recipient will be prompted to “Adopt Your Signature”. They have the option to Select Style, Draw or
Upload signature by clicking on the relevant tab

Adopt Your Signature
[;

Canfirm your name, iniials, and signature.

Raguired
Full Name* Initials*
age Broker MB
SELECT STYLE DRAW UPLOAD
PREVIEW Ghangs Style

Moty Broker | Mb

ADOPT AND SIGN CANCEL

11. Click ‘“ADOPT AND SIGN’ button
Adopted signature will be inserted into the document and document dated as at time of signing

ACKNOWLEDGEMENT BY BROKER

| acknowledge that | have asked all the above questions and notified the applicant(s) of the risks associated with their selected loan features,
including the risks identified above.

Broker Full name

|1Mo'lgage Broker

Sigt F{equ_\red -_Slgnalure Applied - signHere ;,

L' r@ﬂ}f&w 5/20/2020

4.7 Product Selection
Product selection needs 1o take place having regard to the outcome of the requirements and objectives’ enquiries set out above. The broker must
give a concise narrative summary of the applicant(s) requirements and objectives and why the particular type of loan product was chosen to meet
those requirements and objectives.

| Amanda Test Demo ‘

12. Click ‘NEXT button (if available) to navigate to the next section of the document that
requires a signature or ‘FINISH’ to complete the signing process

Bore Salct o snd e compeed e Bl omeen acrons -

ACKNOWLEDGEMENT BY BROKER
o th s cuestions an ribed ihe aggicants) of 9 rishs associatod i (how sebeciod ioan feaures.

5] Feguired - Signature Applied - signHere o

catigi iy

i FMM, Lestar

Recipient is notified that a copy of the document gas been saved to their DocuSign account. Recipient
has the option to click ‘LOG IN’ to access DocuSign account or click ‘NO THANKS’ to close window

SEE-T
Log in to DocuSignk = =

A copy of this document has bsen saved to your DocuSign account. Please
log in to view it

Email

amanda.ray@nextgen.net

LOG IN NO THANKS

Note: Download or print using icons
Signing process is completed for that recipient.
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You're All Done!

You'll receive a copy once everyone has signed

Submission Checklist view
When more signatures are required by other recipients the status of the eSign request will display

‘Partially Signed’

= Print checklist ,ﬁCancel eSign request Partially Signed

At least one of the applicant's

have signed the form

Amanda Advantedge - DEPARTMENT OF B...

When all parties have signed, the completed form is delivered as a copy to applicable recipients, and
document is uploaded to respective ApplyOnline Supporting Docs condition card

DocuSign

Your document has been completed

‘ VIEW COMPLETED DOCUMENTS

Mortgage Broker
amanda.ray@nextgen.net

All parties have completed Sign document.

AdvantEdge sent you a document to review and sign.

Submission Checklist view
When all parties have signed the status of the eSign request will display ‘eSign Completed’

T ——— L ol ] e

Sncosn | At 51 | owmocs [ Favs @

Tastart drop your dacuments here - or - Select filefs) «

Submission checklist
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The completed document is automatically uploaded to the respective checklist condition card and the
document ‘Verified’. Click on document thumbnail within condition card to preview

13. A backchannel message is sent to notify the sender that the signed documents are waiting,
and the application may be submitted (subject to no other outstanding mandatory
documents)

Viewing documents in ApplyOnline
To view signed documents and certificate of completion perform the following steps:

1. Upon logging back into ApplyOnline, the broker will click on the Supporting Docs tab and be
presented with a screen as seen below.

Submission checklist

OEBIE *® sowoustansngon a

Broker Interview Guide ' Advantedge Home Loan Sh. f Primary Photographic Iden. ' Payslip

e D)

Primary Photographic Iden.

Receipt of Deposit Paid

Fixed Rate Authority Form f Additional Documents

o

The completed (signed forms);
o Has attached itself automatically to the relevant condition

o An eSign certification is attached to the ‘Additional documents’ section

o The condition is self-verified automatically (indicated by the green).

o You may hover the mouse over the attached file to edit/preview the signed form
prior to submission.

o Other supporting document conditions may be actioned prior to or post completion
of signed forms. However, it may only be sent to the lender once the eSign request
is completed.

2. Click on ‘Additional Documents’ condition card to view eSign Certification

v
400642639-ADV

Additional Documents A ST . = =

)
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Cancel an eSign request

To cancel a pending eSign request perform the following steps:
1. Open the Supporting Docs tab in ApplyOnline
2. Click on ‘Cancel eSign request’ from the top right-hand side of the checklist (see below)

To start documents here -or - Select ile(s) «

3. Confirm you wish to cancel the eSign by clicking on ‘Cancel eSign Request’ button

eSign Request - Cancel Request X

Are you sLIkyou want to cancel the request for Electronic Signatures?

Select Cancel eSign Request to confirm eSign is not required. This will cancel All eSign requests for all recipients

@ Where signatures were abtained from ane, or several recipients using eSign, these forms will be deleted and not returned to ApplyOnline.

Donot cancel Cancel eSign Request

Submission Checklist view

Once cancelled the status of the eSign request will display ‘Cancelled’ indicatin the E-Signature
process has been cancelled by the broker

B Print checklist ,# eSign request Cancelled Send documents

E-Signature process has been

cancelled by the originator

Amanda Advantedze - DEPARTMENT OF B...

Recipients receive email notification the eSign request has been voided by the broker

DocuSign S

Mortgage Broker voided Sign document.

Mortgage Broker
amanda.ray@nextgen_net

Sign document has been voided for the following reason:
Envelope has been cancelled
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Important

You may only cancel an eSign request whilst it is in progress, i.e. one or more signatures are
outstanding.

Cancelling an eSign request will cancel ALL print forms for ALL recipients. If any print forms
were partially signed (by one or several recipients) it will delete those as well.

You cannot partially cancel an eSign request.

Icons overview

Definitions

A Y

eSign is available for this document
eSign request is in progress for this document
Cancel the eSign request

Warning message regarding the eSign request

© © 0 @

Documents successfully sent to selected recipients for electronic signature

FAQs

Q: How do I resend a document for electronic signature?

A: You first need to cancel the incomplete eSign request. Once cancelled you can begin a new
request. Note: cancelling a request will delete ALL signatures previously obtained for ALL recipients

Q: Where can the applicant download a copy of the document they signed?

A: Once each recipient has signed the document, they will then be emailed a copy for their own
records

Q: Can | use my phone to sign a form?
A: Yes. Applicants may use their tablet, mobile phone or desktop to sign forms electronically
Q: Can | submit an application while there is a pending eSign request?

A: No. All parties must have signed the required forms before an application can be submitted to the
lender

Q: My eSign request shows ‘Declined’ what does that mean?

A: At least one recipient has declined to sign the document(s). Manual verification must now be
completed. The eSign request is now cancelled

Q: What happens if | cancel an incomplete eSign request?

A: Cancelling an incomplete eSign request will cancel the whole request for all recipients regardless if
they had signed or not. All signatures previously obtained will be deleted
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