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Select Electronic Signature on the Payment Details Page. The customer 
must have an active email address and mobile device in order to use this 
feature. 

Electronic Signature Process in AMsuite

1

September 2022
Version: #2

The following pages will provide step by step instructions on how to use 
Electronic Signature to sign the required forms. The instructions will guide 
how to send documents within a quote and when a policy is issued by using 
Electronic Signature. 

Verify the customer’s email address on the Issuance Page. 2

Verify the agent’s email address on the Payment Details Page as this is 
the address that the originating E-Signature will be directed to.
Verify the customer’s mobile device on the Payment Details Page. 

3



For Agent Use Only - Not for Distribution
.

Once the quote or policy change is issued, the agent will receive an 
email directing to review and sign any forms associated with this policy 
that require agent signature within the e-signature documents. This will 
generate an email to the insured with instructions for e-signature. 
 DocuSign sends a daily email reminder if the agent does not sign the 

first or second day.  If the agent does not sign by the third day, they 
will receive an activity to follow up on the required signature forms
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The insured will also receive an email with a link to the required forms to 
electronically sign. The insured has 14 days, with a reminder after 7 days, 
and then 3 days before the expiration. This is an example of what the 
insured will see in their email to start the e-signature process. 
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Once starting the review, the insured enters the primary named insured’s 
4-digit year of birth as the Access Code and select Validate.
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The insured validates the mobile phone number that is displayed. Select 
Send Text to receive a pin to input into DocuSign.

 A PIN (Personal Identification Number), is an authentication code that 
is sent by text to the insured’s mobile phone.
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Primary named insured enters their four-digit 
year of birth and selects Validate. 

Validate the primary named insureds mobile 
phone number and select Send Text. 
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The insured enters the PIN/Authentication code received via mobile 
phone text and selects Confirm Pin.  The insured has now been 
validated. 
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The insured reviews the forms, selects the option to agree to the 
Electronic Record and Signature Disclosure then select continue. The 
required signature forms will now be available to adopt the signature 
and complete the DocuSign. Once completed, an email will be sent to 
both the agent and insured of the completed documents. A copy of the  
signed forms will be sent to AMIG and attached to the policy.
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Primary named insured enters their four-digit 
year of birth and selects Validate. 

 If the insured does not select the option to sign, they receive an e-mail 
reminder on the 11th and 14th day as a reminder to sign.  The customer has 
14 days to sign before an activity is sent to the agent to follow up on 
required signature forms.

 If the insured declines to sign, an activity is sent to the agent to follow up 
on the required signature forms.



If the agent needs to re-start the e-signature process, the document can 
be resent in AMsuite Core. 
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In AMsuite Core select the documents tab. Within the documents tab, 
the documents requiring signature will be listed. Select the box by the 
documents that requiring a signature. Select Send for e-signature. 
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Verify the required fields. Select Send to resend out the document by e-
signature. 
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