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Guide 
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Logging In To e-App 

Step 3: Click on the Annuity e-App Link: 

Step 1: Log into www.northamericancompany.com 
Step 2: At the top of the page, under the Forms & Materials tab, click on Annuity e-
App 

E-App Link 

http://www.northamericancompany.com/
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e-App Navigation 

Click to start a new 
application. 

Contact Us button 

Your recent applications 
will show up in this box. Click to view ALL 

applications. 

Click to set preference 
(i.e. state, time zone). 

Click to exit e-App. 

Click to see FAQ 
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e-App Navigation: Starting a New e-App 

Step 1: Click on the New Application button.  

New Application 
button 

Step 2: Select your Jurisdiction (state the application will be signed in) and Product Type. 

State Product Type 
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e-App Navigation: Starting a New e-App 

Step 3: Select the annuity product you want to sell. 
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e-App Navigation: Starting a New e-App 

Step 4: You will see the required forms to write a base application.  Click on Create 
Application when you are ready to start the application. 

Click Create 
Application 
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e-App Navigation: Starting a New e-App 

Step 5: Once you click Create Application, a new box will come up and you will be able 
to name your application. Name your new application and click “Create”. 

Name e-App & 
Click Create 
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e-App Navigation: Starting a New e-App 

Please Note: When filling out the application, you will see the below status bar at the 
top of each page.  This will show you where you are within the application process and 
what still needs to be filled out on your application page. 

The Red Icon means that the 
page you are on has required 
information that needs to be filled 
out. If you click the icon, it will 
show red bars above the required 
boxes. Once you complete the 
required boxes on the page, the 
icon will disappear. See below: 

If you click the “open” icon, a pop-up will 
show you all the required forms. The forms 
marked in red still need required information. 
If you click on any page, it will take you 
directly to that page.  

If you click on the percentage shown on 
the Forms Entry status bar, you will get 
a list of all the outstanding information 
needed.  You can click on any 
requirement and go directly to that 
requirement within the e-App.  See 
below: 
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e-App Navigation: Starting a New e-App 

Please Note: Throughout the e-App you will see signature and date boxes highlighted in 
dark yellow. The signatures/dates will be completed at the end of the application after it 
has reached 100% complete. 
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e-App Navigation: Filling out a New e-App 

Step 1: Fill out the agent 
information.  
 
Step 2: After entering agent info, 
click on “Agent ID Lookup”.  
 
Step 3: Check the box for type of 
owner, type of annuity, optional 
rider information (when applicable) 
and if there is a Power of Attorney 
(POA). Filling out this information will 
add additional forms as necessary. 
 
Step 4: Click on the Next arrow. 

Click Next 

Click Here 

Check Owner Type 

Check Annuity Type 

Check for Rider 
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e-App Navigation: Filling out a New e-App 

Please Note: Fields highlighted Red are required fields (the application cannot be printed or 
submitted until all of the red fields have been completed). Fields highlighted Yellow are optional 
fields. You will not be able to enter information into fields that are white or gray because they are 
not relevant to your application, or something needs to be selected prior to entering information in 
these fields. 

Red = Required 

Yellow = Optional 

White = Not fillable 
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e-App Navigation: Filling out a New e-App 

Step 4: Fill out the red highlighted 
information on this page and then 
click the Next arrow. 
 
Please Note: After entering the client’s 
address – you will see a box asking if 
the client’s mailing address is different 
than street address.  Click Yes or No. 
 
 
 
 
Once you enter the client’s name, 
address and gender, these will be 
populated throughout the application, so 
that you only have to enter it one time. 
 
Since we selected Individual application 
– the Joint information is not required. 

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 5: Select a Primary Beneficiary. 
Once you check on the Primary 
Beneficiary box, the required fields will 
turn red.  Fill out these fields. 
 
If you have more beneficiaries than will fit on 
the application then please check the 
additional beneficiaries box in the bottom left 
hand corner of the beneficiary application 
page. Our Beneficiary Designation form will be 
added to your packet for completion. 
 
Please Note: Beneficiary’s Address and/or 
Social Security Number (SSN) are not required 
to submit the application. New Business will 
ask for this information at a later time.  
 
The percentage allocated to each beneficiary 
must add up to 100% & must be whole 
numbers. 
 
When finished click Next arrow. 

Click Next 

Check if more than 
3 Beneficiaries 
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e-App Navigation: Filling out a New e-App 

Step 6: Verify the client’s identity, by 
filling out the red highlighted boxes. 
 
 

When finished click Next arrow. 

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 7: Complete the red 
highlighted fields. Make sure you 
select a number for the Number of 
Transfers/1035Exchanges field. 
This field will determine how many 
Transfer forms are generated. 
 
Please Note: Since you selected a 
Type of Annuity on page 1 - you will 
see that the tax status for the 
application is already selected and 
premium options are limited. 
 

When finished click Next arrow. 

Click Next 

# of transfers 
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e-App Navigation: Filling out a New e-App 

Step 8: Complete the Agent 
Certification – replacement 
questions, your email and phone 
number. 
 
Please Note: Since you filled in your 
name and agent number on the first 
page, it automatically populates for 
you. 
 
If you have multiple agents on the 
application, type their information on 
this page. 
 
If your answers to the replacement 
questions do not match the clients, 
you will get a red pop up – see below: 
 
 
 

When finished click Next arrow.  

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 9: Find the page that shows the 
product the client wants to purchase 
and complete the client’s allocation 
choices.   
 
Please Note: The boxes will be yellow 
on the correct allocation page. 
 
Remember allocations must be whole 
numbers and add up to 100%. 
 
When finished click Next arrow.  

Must add up to 100% 

Click Next 



FOR AGENT USE ONLY. NOT TO BE USED FOR CONSUMER SOLICITATION PURPOSES. 23644Z | REV 7-16 

e-App Navigation: Filling out a New e-App 

Step 10: Fill out the client’s suitability 
form (this will be 3 pages) 
 
Please Note: e-App does not have 
any edits for the suitability forms.  The 
suitability review will take place once the 
packet is received by our office. 
 
When finished click Next arrow.  

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 11: Fill out the Additional 
Replacement Company Information 
form. 
 
Please Note:  Company information for 
replacement accounts listed on this form will 
populate on suitability form page 3, 
replacement forms and on pages 5 & 7 of 
application. 
 
When finished click Next arrow.  
 

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 12: Fill out the authorization to 
Transfer Funds (this will be 4 pages). 
 
Please Note: if you did not select a 
transfer – this form will not show for you. 
 
Some boxes will be populated already 
for you based on questions you have 
already answered on the application. 
 
When finished click Next arrow.  

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 13: Review the disclosure 
statement with the client (this will be 
about 11 pages). 
 
Please Note: this document requires 
signatures, which will be completed at 
the end of the application process. 
 
When finished click Next arrow.  

Click Next 
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e-App Navigation: Filling out a New e-App 

Step 14: Now you will see the 
Transfer Instructions form. The form 
will tell you that you must print the 
transfer forms and get 
signatures/dates. 
 
Once signatures have been obtained, 
you have 3 options to submit the 
forms: upload pdf copies to the 
application, fax copies or mail the 
original signature forms to North 
American. 
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e-App Navigation: Filling out a New e-App 

Please Note: Once your application has reached 100%, you will get 2 pop-ups. Take note of the contract 
number that has been assigned to the application and make sure to place the contract number on any 
correspondence regarding this e-App.  Click Ok and Close to close these pop-up boxes. 

Click Here! 

Click Here! 
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Please Note: Once your application has reached 100%, NOW is the time to print your transfer forms! 
 
Step 15: Click on the Other Actions tab in the top right of the page. 
 
 
 
 
 
 
Step 16: On the Other Actions drop down, click on Display/Print PDF. 

e-App Navigation: Signing an e-App 

Click Here! 



FOR AGENT USE ONLY. NOT TO BE USED FOR CONSUMER SOLICITATION PURPOSES. 23644Z | REV 7-16 

e-App Navigation: Signing an e-App 

Step 17: You will be taken to the Select Documents to Print page.  Deselect forms that are not the 
transfer forms. Click Print Selected Documents to print a copy of the Transfer Forms. 
 

Click Here! 

Deselect non-
transfer forms  
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e-App Navigation: Signing an e-App 

Step 18: A new window will appear.  Select the Print icon at the top of the page.  Print the client’s transfer 
forms. Close this window. 
 
 

Click Here 
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e-App Navigation: Signing an e-App 

Step 19: You will be taken back to the Select Documents to Print page.  Click on Back to Application 
button. 

Click Here! 
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e-App Navigation: Signing an e-App 

Step 20: When you are back to the application, you are ready to move on with the signatures. Click the 
continue button. 
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e-App Navigation: Signing an e-App 

Step 21: At this point, your client will need to decide if they want to do e-Signature or an original 
signature. Click the appropriate button. If they decide to decline e-signature, refer to step 22c (starts after 
step 49b). 
 

E-Signature 
Button Decline e-Signature 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 22: If your client chose e-Signature, decide who is signing first. Click on Owner or Agent. 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 23: Your client has the choice to sign now or send an email (either way, they will sign securely on 
this system). 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 24: Your client will have to fill out the following information. If they provide an email address, they will 
get an email once the application has been submitted. 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 25: Your client will review the forms as they initial and sign them. Initialing will be first.  
Click Continue. 



FOR AGENT USE ONLY. NOT TO BE USED FOR CONSUMER SOLICITATION PURPOSES. 23644Z | REV 7-16 

e-App Navigation: Signing an e-App w/e-Signature 

Step 26: Your client will see all the forms that require initials and click the Next arrow to continue. 

Click Next 

Forms that need initials 
show here. 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 27: Have your client click on the check box next to the required initials. 

Check Box 

Check Box 

Check Box 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 28: Once the client clicks on the check box, a check mark will appear along with a box for the 
client(s) to type their initials. 

Check Box 

Check Box 

Check Box 
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Check Box 

e-App Navigation: Signing an e-App w/e-Signature 

Step 29: After the client enters their initials the first time, they just have to click the box and the initials 
they entered will appear in the box. 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 30: Now, have your client select the next form that needs initialing and repeat the process.  Since 
they already entered their initials, simply check the box to make the initials appear. 
 
Please Note: Once you have completed a form, a green check will be placed next to it. Forms that still need to 
be completed will be highlighted green. 

Completed! 

Needs Completed 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 31: After completing the initials, the documents are ready to be signed.  Click the Continue button.  
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e-App Navigation: Signing an e-App w/e-Signature 

Step 32: The client will see all the forms that need signatures. Click the check box that says “I have 
reviewed and agree with the terms expressed within this document” for each document.  
Please Note: Click the Next arrow to review the document.  

Forms Need 
Signatures 

Click Here 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 33: Repeat step 32 until all forms show completed.  

Forms Need 
Signatures 

Click Here 

Completed! 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 34: Once all forms show completed with green check marks, click the Sign button. 

Click Here 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 35: Client must type in their name and city they are signing in.  If the client wants to “sign” the form, 
they can override the name typed in by signing with a mouse or touch pad. Once signed, the client clicks 
on the I Consent button. 

Type Name 

Sign Name 

Type City 

Click Here 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 36: Now it is your turn to sign the application! Click on the Agent button. 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 37: At this point, the forms that need to be reviewed and signed are displayed. Just like the client 
did, you will check the box that says “I have reviewed and agree with the terms expressed within this 
document” for each document that needs your signature. Click the Next arrow to review forms. 

Forms Need 
Signatures 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 38: Repeat step 37 until all forms are gray with a green check mark to the right (see below).  
Step 39: Click on the sign button. 

Click Here 
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e-App Navigation: Signing an e-App w/e-Signature 

Step 40: Enter your name (agent ID will populate automatically) and city you are signing in. Then you 
have the choice to “sign” the application by using a mouse or touch pad in the signature box below. Then 
click the I Consent button. 

Signature Here 

Click Here 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 41: You will see the Continue button flashing – this means that you are ready to move to the next 
step.  Click the Continue button. 

Step 42: You will see a pop-up that asks you to select Request review or Submit.  
• Clicking on Submit, will submit the completed application to North American.  Click on Submit 

and move to Step 43. 
• Clicking on Request Review allows you to send the application to another party for review prior to 

submitting to North American. Click Request Review and move to Step 43b. 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 43: You will see a pop-up that asks if you are sure – click Yes if you are sure. 

IMPORTANT NOTE: Please be advised that the packet is not submitted electronically to our office until you click 
on the Continue button and submit the case. The electronic submission time & date are based on the CST time 
zone & will determine product availability & rate lock for the packet. 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 44: You will see a box that tells you the application was transmitted successfully. 

Congratulations! Your application is now completed and submitted! 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 43b: Once you click on Request Review, you will see this screen. Click on Send Request To 
Reviewer(s). 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 44b: Your name & email address will automatically be populated. You Must click on Add Reviewer to 
enter the Reviewer’s Name and email address, then click on Send Email Request. 

Click Here 

Ad Reviewer 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 45b: The Reviewer will received 2 emails. One will contain a link to this application and the other 
one will contain a passcode they can use to approve the application. Click on Back to App. 

Click Here 

Step 46b: You will see these options until your application is approved by the Reviewer. 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 47b: Once the Reviewer has approved the application, you will get a message. To view your 
message, click on the envelope icon. 

Click Here 

Step 48b: Click on the new message in your inbox. This will tell you the application has been approved 
and submitted to North American for processing. 

Click Here 
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e-App Navigation: Finalize an e-App w/e-Signature 

Step 49b: You will see a box that tells you the application was transmitted successfully. 

Congratulations! Your application is now completed and submitted! 
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e-App Navigation: Declined e-Signature 

Step 22c: If your client declines the e-Signature, click the Decline e-Signature button you will see the 
page below. Click Ok 

Step 23c: After you click Ok, you will see the below pop up. Click the Continue button. 

Click Here 
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e-App Navigation: Declined e-Signature 

Step 24c: You will see the below pop-up.  Click Yes if you are sure you want the application to finalize. 

Step 25c: After you click Yes, you will see the below pop-up. Click Close after you read it.  

Click Here 

Click Here 
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e-App Navigation: Declined e-Signature 

Step 26c: In the top right-hand corner of the screen, click the Other Actions tab. 

Step 27c: After you click Other Actions, you will see a drop down menu.  Click on Display/Print PDF.  

Click Here 
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e-App Navigation: Declined e-Signature 

Step 28c: Click on Print Selected Documents.  You will not need to select additional forms, as everything 
you filled out on the application will be included.  

Click Here 
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e-App Navigation: Declined e-Signature 

Step 29c: After you click on Print Selected Documents in step 28c, it will open a PDF File that you can 
save or print from. To save, click the save button. To print, click the print button. 

Step 30b: Once you have printed the application, have the client sign the necessary forms and mail ALL 
forms to North American to the address listed below. Please Note: Applications must be received 
within 10 calendar days. 

Overnight Mail Address: 
4350 Westown Parkway 

West Des Moines, IA 50266 
 

Regular Mail Address: 
PO Box 79905 

Des Moines, IA 50325 
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e-App Navigation: Adding Additional Documents 

Additional documents can be uploaded to e-App at any time.  This process would be used for additional 
notes to New Business, Suitability, Next Case Coupons or Transfer Paperwork from another company. 
Here is how: 
Step 1: Click the Other Actions button in the top right hand corner of the screen. 
 
 
 
 
Step 2: Click the Documents tab. 
 
 
 
 
 
 
 
 
Step 3: Select the file type (i.e. Illustration or Other), then click “Choose File” and choose the file you want 
to upload. 

Click Here 

Click Here 
Select Doc Type 
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