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DocuSign Concepts and Terminologies

I~ . . 1l . "
@ Envelope: electranic version of postal mail, sent via email

S_} Recipients: rakes, routing, emails and names

— Actions: sign (approve, enter data, sign), carbon copy or acknowledge receipt
- | - D Sign anywhere, any time and any place.

— @I Identify signers by email, access code, phone authentication or SMS code

N

E by
—_— Q Reminds signers of envelopes to sign and expires old enve lopes

EmY

One or more forms

Tags: signature, data fields, approve / decline, radio buttons, check box

Helps ensures that forms are in good order

Simplify envelope creation using templates

Track and report on all envelopes

Forms are secure and system is highly available

@ [ [
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Envelope - A DocuSign envelope is a container, used in sending one or more
documents to recipient(s) for signature using the DocuSign system. Each
document has multiple pages.

Tag - A DocuSign tag is an interactive field. Tags can be placed on a
document to indicate required fields or actions; a tag can prompt a signer to
enter specific information, or initial in a particular location. Placing tags on a
document guides the signer through the signing experience.

Reminder — A reminder is an email notification sent to signer(s) automatically
by the system. When reminders are enabled, you specify when and how
often to send email notifications.

Expirations - By default, all envelopes that are in process will expire if the
recipient(s) does not complete the envelope. Expiration is configured at the
account and can overwritten at the envelope level. An option to send signers
an expiration warning can be configured. When a document expires, the
status changes to Voided and it can no longer be viewed or signed by
recipients.

Template — A DocuSign Template allows you to create a standard document,
with set recipient roles, signing tabs and information fields. Templates can
also contain the signing instructions for the document and any signature
attachments. Templates help streamline the sending process when you
frequently send the same or similar documents.

PowerForm — Referred to as Web PowerForm, utilizes DocuSign Template
and can be distributed via email or the web with a unique, secure URL
automatically generated by the DocuSign system.







Accessing the PowerForms
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Accessing the PowerForm

Find the Form Name from the Blue
Access for Producerss* Portal

To electronically complete and sign
the form, select Sign Now



Accessing the PowerForms

DOCUSIGN

PowerForm Signer Information

FHlIn the name and smmall for each Sigeing roie It below. Signers will recsie

an emal svling Them b sign this document.

Slzzsa enter your name and emall
10 bEgn the Signing process.

Submitter

Name

Your Emall

Pleasa provide infomnation for any othar
signers neaded for this documant.

Group

EmET

Emall

Producer =

Name:
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» Entering Recipient’s Information

Enter the full name and e-mail address of the
recipient(s) of the envelope.



Accessing the PowerForms

Please Review & Act on These Documents
Group Envolment Suppor » Agree to Electronically Sign

Group Envoliment Support

Please review & sign your document. To begin the process of reviewing and signing your documents, please click the button .
above. Signing will not be complete until you have reviewed the egreement and you have confirmed your signature T ReV|eW Gnd qg ree 'I'O fhe
View More .

Electronic Records and

Pliease read the Blectronic Record and Signature Disclosure. . .
» OTHER ACTIONS * Signature Disclosure.

. | agres to use electronic racords and signatures.

-  Select Continue to start the
signing process.
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Completing the PowerForm

Please review the documents below.

DOCUSIGN

START

29

BlueCross BlueShield
of Texas

pearborn  national
1001 E. Lookout Drive
Richardson, Texas 75082

SMALL EMPLOYER BENEFIT PROGRAM APPLICATION
(Employer Application)

(The following information only appiies if selecting a Consumer Choice plan)
You have the option to choose a Consumer Choice of Benefits Health Maintenance Organization (HMO) heaith
care plan that, either in whole or in part, does not provide state-mandated health benefits normally required in
evidences of coverage in Texas. This standard health benefit plan may provide a more affordable health plan for
you although, at the same time, it may provide you with fewer health plan benefits than those normally included
as state-mandated health benefits in Texas. If you choose this standard health benefit plan, please consult with
your insurance agent to discover which state-mandated health benefits are excluded in this evidence of coverage
(Certificate of Coverage)

Application is hereby made to Blue Cross and Blue Shield of Texas (BCBSTX) andior Dearborn National® Life Insurance

Company (“Dearborn National’).
Legal Name of Company:

]
Employer Identification Number (EIN): ‘ Nature of Business: | Standard Industry Code (SIC):
_wwmssmfuﬂw

[ I3
J‘.—Maﬂ.&ddmsumummmmaummﬂ:‘\t ]ﬂf Number.
Mﬁmwmnum.mmnﬂ.fomnany Official FAX Number:
: .

Biling and C fo the atiention of

Billing Method Selection

Please select one of the following billing methods.

(1f no selection is made, your benefit plan(s) will default with their current billing method)

[O)Composite Billing

(DAge Biling

The Blue Access for Employers (BAE) contact person i the individual authorized by the Employer fo access and
Nama and the of e BAE £ontact parsen: 1 —

E-mail address of BAE contact person: [

Toxss Teuss,
Employer, . th wrtten anas.
Blus Cross and Biue Shiekd of Texas, a Division of peratin, a Mutual Legal X
an Indepandant Licansoo of the Blus Cross and Bue Shiakd Association
*Products and he Dearbom and Togo provided
by D Ute I IL) in 3 states. (excluoing New York), Ine Distict of Columbia,

the United States Virgn Isiands, ha Brtish Virgn Isiands, Guam and Puerio
Dearbor Nationai® L ke lnsurance Compsny does nol provide Blus Cross and Blue Shield of Texas products snd services, and is # separste company.

TXBPASG-OFF-EX06.18 1
Docusign Envelope ID: 85AALOB7-2604-4096-9FF4-31A0A06F2003

PRODUCER TRAINING GUIDE

m OTHER ACTIONS ~

» PowerForm Completion

- Enter the required information on

every form, sign when appropriate
and select FINISH to complete the
form and send the DocuSign
paperwork to the Group.

Note: If FINISH button is not clicked
and “X” is clicked to close then the
DocuSign paperwork will not move
forward to the Group and a new
PowerForm will need to be submitted
again.




Complete and Sign DocuSign Envelope

» Complete and Sign DocuSign Envelope

- When DocuSign e-mail is received
from DocuSign, click on REVIEW

DS DocuSign %ys:em fdse@dcwﬂgn net> © Theresa Bombeck 12:26 PM DOCUMENTS TO displqy DOCUSign
@Iease review & sign your 2019 BCBSTX document. TX Group Contact: Test T Bombeck)
Retention Policy Zone 1 -Inbox 60 days) Expires 05/03/2019 Documents

@ 1t there are problems with how this message is displayed, click here ta view it in a web browser,
Click here to download pictures. To help protect your privacy, OQutlook prevented automatic download of some pictures in this message.

- Complete filling out information.

=N

- Select FINISH LATER to save entered
information and return at a later time.

&

Group Enrollment Support sent you a document to review and sign.

- If the DocuSign envelope is no longer

needed, DECLINE TO SIGN.

Group Enrollment Support
acasmallgroupenrollmentsupport@bcbsil.com

Note: The REVIEW DOCUMENTS link will
expire within 48 hours or five clicks and a
new DocuSign email with a new link will
be systematically sent by DocuSign.

DOCUSIGN PRODUCER TRAINING GUIDE




DocuSign Review Documents Link Expires

Group Enrollment S

iew and sign.

To continue, request a new link or log in to your DocuSign Account

SEND NEW LINK

LOG IN

Your New Link Has Been Sent

=

We've emated you a8 néw link to access your document.

» Review Documents Link Expires

URL link expires after 48 hours of being sent or
after it has been clicked five times.

When the REVIEW DOCUMENTS link is clicked
and the link has expired, a message will be
displayed indicating “The link from your email
has expired.”

A new link can be sent, by clicking the SEND
NEW LINK button. A message will display that

lets the user know a new link has been sent.

DocuSign will send a new e-mail systematically
with a new REVIEW DOCUMENTS link.

Click REVIEW DOCUMENTS link from the new
e-mail to access the DocuSign Documents.

-

10



Signing Option ““Finish Later”

> Finish Later

FINISH

Finish Later

- Click on the OTHER ACTIONS dropdown.

Frint & Sign

Decline to Sign

Help & Support £

- Select Finish Later to save the document

About DocuSign

and complete the form, at a later time.

- Reopen the document from the DocuSign e-
mail, by clicking on the REVIEW
DOCUMENTS BUTTON.

Group Enrollment Support sent you a document to review and sign.

- Continue completing and signing the

document.

Group Enrollment Support

acasmallgroupenrollmentsupport@bcbsil.com NOTe: DOCUSign System Wi” Send a reminder e-
Please review & sign your document. To begin the process of reviewing and signing mqil if fhe envelope is incomplete_ Envelope Wi”

your documents, please click the button above. Signing will not be complete until you
have reviewed the agreement and you have confirmed your signature

be systematically voided if not signed by all
If you no longer need to complete and sign this document then:

1) Click “Review Documents” to display the document to be signed. pq rfies Wifhin 30 d G)’So
2) Click "OTHER ACTIONS™ found on the upper right hand side of the screen

3) Select “Decline to Sign” option.

4) On the Caution message, click “Continue” to proceed.

5) You will be prompted to enter a reason

6) Type in a reason for declining and click on “DECLINE TO SIGN”

SG
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Signing Option “Decline to Sign”’

» Decline to Sign

If a DocuSign document no longer needs to be
G completed and signed, user should select the ‘Decline
to Sign’ option, from the dropdown.

Pk:as;; aaen 80 Firigh Later
have [ — I - Reopen the document from the DocuSign e-mail
by clickihng on REVIEW DOCUMENTS.

s omy BlueCross BlueShicld
with otfe

e 29 —
o ¥ - Click the OTHER ACTTONS dropdown.

- Select DECLINE TO SIGN.

Aernate
WVisdt Docs
4AZCEIA

- A 'Caution’ message will display, proceed by
clicking on CONTINUE.

Caution

- ‘Decline to Sign’ message displays, with text
box. User should explain reason for declining to
sign the document, in the text box.

- Finally click DECLINE TO SIGN.

Decline to Sign

Firmrn et e b b

Eraracteny g
i
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Envelope Completion and Sending to BCBS

DOCUSIGN

START

a Qg 0

A

BlueCross BlueShield
of Texas

.
- » Envelope Completion
pearborn 3 National
1001 E. Lookout Drive
Richardson, Texas 75082

SMALL EMPLOYER BENEFIT PROGRAM APPLICATION

(Employer Application) - DocuSign will send Completed email to

(The following information only applies if selecting a Consumer Choice plan) I I 1.h H

You have the option to choose a Consumer Choice of Benefits Health Maintenance Organization (HMO) health q e SI g ne rS.
care plan that, either in whole or in part, does not provide state-mandated health benefits normally required in

evidences of coverage in Texas. This standard health benefit plan may provide a more affordable health plan for

you although, at the same time, it may provide you with fewer health plan benefits than those normally included

as state-mandated health benefits in Texas. If you choose this standard health benefit plan, please consult with

your insurance agent to discover which state-mandated health benefits are in this of

Cericats o Coversge) ’ - User will need to click VIEW

Application is hareby made to Blue Cross and Blue Shield of Texas (BCBSTX) andior Dearborn National® Life Insurance

e : DOCUMENTS AND download a PDF
Empl r Identification Number (EIN): ‘ Nature of Business: | Standard Indusi :Cudn SIC): ve rsion of the Com pleted DOCUSign
_mem_ﬁuﬂw-

[ ][ 1

T Jeleatong Number document (Please see red arrow).

Billing and Carrespondence to the attention of:

. - User will then submit to Blue Cross and
Billing Method Selection:
et it i st i o Blue Shield (BCBS), following their

[C)Composite Biling

Oage Biling current process.
The Blue Access for Employers (BAE) contact person is the individual authorized by the Employer to access and
maintain its account/employee information.

Narme and ttle of the BAE contact person: [____] —1

E-mail address of BAE eentact person: [

Proprietary and Confldentis Information of Blus Cross and Biue Shisld of Texss. Not for use or disclosure outside Blue Cross and Bius Shield of Texas,
Emplayer. their raspective affilisted companies snd third party representatives. sxcept with written permission of Biug Gross and Blus Shield of Texas.
‘Bl Croas and Biue Shik of Texas, a Dviion of Haalth Care Serice Corporation. a Mutual Legal Resarve Company,
an Indapandert Licenses af the Blua Cross and Bius Shiak! Association

“Products and senvioes marketed under the Dearbom National® brand and the star lngo are underwritien andios provided
by Dearborn Nalional® Life Insurance Company (Downers Grove, IL) in i stales (excluding New York), the District of Columbéa,
the Urniled States Virgin Islands, th Britsh Virgn Isiands, Guam and Puerto Rico,
Dearbom National® Life Insurance Company does not provide Blue Cross and Blue Shield of Texss products and services, and is a separate company.

TXBPASG-OFF-EX06.18 Page 1
DocuSign Envelope ID: 85AA10B7-2R04-4096-9FF4-31A0A06F2003 {
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Envelope Completion and Sending to BCBS

oo 3n S dse@do © Theresa Bosberk
(Piease review & sign your 2019 BCBSTX document. TX Group Contact: Test T Bombeck )

Exp

» Download Completed and Signed
DocuSign Document

- When completed e-mail is received
from DocuSign, click on REVIEW

DOCUMENTS to display DocuSign
Documents.

Group Enroliment Support sent you a document to review and sign

G
REVIEW DOCUMENTS

- From the DocuSign Document click
the down arrow icon ( a- ), to

Group Enroliment Support

acasmaligroupenrolimentsu becbsil. com . dOWnIOGd PDFS.
N ) - Select ‘Separate PDFs’ so that each
@ alyIs o individual PDF can be attached in
7 the Enrolment Tool.

{ Combined POF L’.

Separate PDFs [

DOCUSIGN PRODUCER TRAINING GUIDE
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Envelope Completion and Sending to BCBS

- @ e
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» Download Completed and Signed
DocuSign Document

- Click on the down arrow, by the

Save button and select Save and
Open from the dropdown list.

- The DocuSign Documents download

as a zip file.

- The File Manager displays the

PDFs within the downloaded zip
file.

- Unzip the downloaded zip file and
save in an existing folder or create
a new folder and then save the
document.

15



“In Process’ DocuSign Document

Bl il » “In Process” — DocuSign Document
ered are listed above, a separate “Addendum o the Be

must be completed, signed by the En-glgrgf'-,l, authon - In case a DocuSign PDF is

oy, ) downloaded, prior to being

Phona 63104 584568F - na completed and signed, there will be
an “In Process” watermark

displayed, diagonally on the center

=) Contact: 10 10

ve of the account avthorzed by the Employer lo access a of the page.

Phone: 630458785% ax: 6104587

Policy Anniversary Date: i - “In Process” DocuSign PDFs should

sar 15t 017 not be attached in the Enrollment

Security Act of 1974 (ERISA) is a foderal law that sots min Tool.
genaral, all employer groups, insured or ASD, ore sub
cipaliies and public school districts, and "church plans™ as - The “In Process” watermark will not
" Yesi] No ] display on signed and completed

sginning Date’ H_.-".p. f End Date: E’. q : DocuSign PDFs.

DOCUSIGN PRODUCER TRAINING GUIDE
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Adopt a Signature

Adopt Your Signature » Adopting Your Signature

Confirm your nama, initials, and signature,

PR o - After Selecting the SIGN tag, signer
Dan Smith os will be presented with an “Adopt
Draw Your Signature” pop-up window, to

adopt a signature.

PREVIEW

Do Switle 0s - Select the ADOPT AND SIGN
button, to adopt and save your

By sslecting Adopt and Sign, | agree thai the signatune and initinks will be the elecironic representation of my signature and initials for all plrposes when | jor H H H
my agent) use them on documents, including kegally binding contracts - just the same as a pen-and-paper signature or initial Slg nqtu re Info rmqtlon-
ADORT AND SIGN CAMNCEL

DOCUSIGN PRODUCER TRAINING GUIDE




Adopt a Signature

Adopt Your Signature

Confirm your nama, initials, and signature,
Full Name

Dan Smith

PREVIEW

D Smitle

By sahrcting Adopt and Sigh, | agres that the sgnatune and initials will be the sleg

my agent) usa them on documeants, inchsding legally binding contracts - just tha §

ADOPT AND SIGN CANCEL

Da. Switle

Bin o

Darn Smikin

Dan Saidle

DOCUSIGN PRODUCER TRAINING GUIDE

DS

NS

» Selecting Signature Style

- Select Style Type to select from

pre-defined signature layouts.

- Select Adopt and Sign to adopt

the signature style.

19



Adopt a Signature

L
Adopt Your Signature

Confirm your name, initials, and signature,
Full Namas Initials
Dan Smith Ds

Salact Shyle

DRAW YOUR SIGNATURE Clear

By salacting Adopt and Sign, | agnoe that the signaturs and inftials will ba the elactronic epmsantation of my signatuns and initials for all purposes whan | jor
my adgant) wea tham on docuemants, including lagally inding contracts - jst the SAMe &8 & pan-and-Dapad Signature oF initis

ADOPT AND SIGN CANCEL

DOCUSIGN PRODUCER TRAINING GUIDE

» Drawing Your Signature

- Select Draw to draw your desired

signature in the box.

- Select Adopt and Sign to adopt the

drawn signature.

20
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BlueCross BlueShield
of Texas

A Division of Health Care Service Corporation, a Mutual Legal Reserve Company,
an Independent Licensee of the Blue Cross and Blue Shield Association
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