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Purpose: Provide step-by-step instructions to complete a Sign-Now Application.  These instructions address the 

application RSDs will use when the person who initiates it will fill out the majority of the application.   

APPLICATION CANCELLATION RULES: There may be times when you may need to cancel an application and begin 

again. For example, if errors are made.  If this occurs, you should “decline” the original application (click the 
decline button in the upper right corner).  If the client has already signed the application and a new one is 

required, please contact Sales Support who can facilitate the cancellation of the application. 

Sign Now - Broker: w/Initiator Fills out the Majority 
 

# Description Visuals / Screens 
1 Access Application: “Broker: w/initiator fills out majority 

 

(Also, accessible from the Sales page on the Insider.) 

 

https://signnow.com/s/iqQ6dEGL?form=tru

e 

2 Provide email addresses for Broker, Client and RSD to begin the 

Application Process. 
 

1. “Rename Document,” enter Client Name and Date, and 

(optional) other information to identify the application. 

2. “Initiator” enter the email address of the person starting the 

application. If it is the RSD, they enter their BASIC email.  If it is 

the broker, they enter their email address. 

3. “Employer,” enter the email address of the Employer’s 
Authorized Signer. The authorized signer could be someone 

different at the client’s organization than who you may have 

been working with to secure the sale. The application will go to 

this address after the initiator completes his/her part of the 

application.  This person will need to complete the application 

(shown later) and is authorized to sign off on the order. 

 

4. “Broker or BASIC Sales Rep” this person will need to review the 

application and acknowledge they have review it before the 

application can be completed. If the RSD initiated the 

application, enter the client’s broker’s email address so they are 
notified when it is completed.  If the Broker initiated the 

application, their RSD’s email address goes here, so the RSDs 

knows to go in and acknowledge they have reviewed.    

 

 

 

 
 

https://signnow.com/s/iqQ6dEGL?form=true
https://signnow.com/s/iqQ6dEGL?form=true
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3 Review/update/personalize the emails and subject lines that will be 

sent to each of the email addresses provided in step one. 
 

1. Click “Show Custom Email Message Settings.”  
Customize/Update your subject line and your email message. 

Changes will save automatically. 

2. Same as #1  

3. Same as #1  

 

Best Practice:  Change the Email Subject Line to include the 

Employer Name and Date to make it easier, for all parties, to 

identify which client the email pertains to. 

 

4. Click “Send Invite.” After entering email address and updating 
subject lines and email messages. 
 

 

NOTE: Dragging the two lines in the lower right corner lets 

you expand the email body to view and edit content. 

 

 

 
 

4 Next – You will see this screen: 
 

STOP!  Close the Browser 
 

Do not click: 
“Go to the Sign Now App” – In can potentially take you into your sign-

now application.  This is not the direction you want to go 

 

 
 

5 Go to your email.   

Find the email from “BASIC” with BASIC Purchaser Details in the 

Subject line, or whatever you Changed the Subject line to in the 

previous step. 
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Sign Now: Initiator to Fills out the Majority of the Application – Create Application 

# Description Visuals / Screens 
6 From the email received in the previous step, 

 

• Click, View Document 

 

 

     
 

7 The Application will open 

 

• Click “Get Started” on the pop-up screen that appears. 

 

          
 

8 To begin entering information:  Click the “START” button 

    

9 Enter information into the fields provided. 

Field Coloring Code 

•  Dark Blue: Sign-Now Required Fields, must be completed to exit the Application.   

•  Light Blue: Additional information.  NOTE: Although there are fields that are not required by the 

Sign-Now application, there are fields that are required to be accepted by the New Business Team based 

on the product/offering being purchased. 
 

Navigation: It is highly recommended you use the scroll bar on the right as you are work through the application 

as opposed to the Next button or Tab option. This is done to ensure you have a chance to review all the fields. 

Using the next button or tabbing through the pages can result in skipping important fields. 

Example Below:  Required Fields / Dark Blue are: Company Name, EIN #, Federal Filing Status, Employee counts for 

each category and Are you a current BASIC Client?   
 

You will also need to be mindful of the fields shaded in the lighter blue as follows: 

• Multi-Employer Group:  If not applicable, mark N/A.  Please note that if the client is a PEO, an additional 

addendum to the USA is required. 

• Estimated # of CDA Account Participants:  If client is not utilizing CDA for a given application, put 0 in the 

Estimated Number of Consumer Driven Account Participants. 

• Nature of Business and NAICS:  Please provide if known.  These fields are required for clients who are 

purchasing Benefit Continuation Services. 
 

Important Note:  It is very important that the Company Name match that of the EIN entered in the BASIC Application.  

BASIC performs an EIN check, as required by the Patriot Act, and any discrepancies will result in a delay in the 

application being processed.  Please make sure that you enter both the legal entity name and if applicable, the DBA 

(Doing Business As) associated with the EIN provided in this Application. 
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10 Complete Each Section: 

 

In the Client Contact information section, the required fields are: 

• Primary Physical address and 

• Contact Information Fields 

 

As part of the BASIC New Client Experience, a Client Implementation Manager will conduct a mandatory 

implementation call with each client to collect the client and plan details needed to establish the BASIC Services.  

The contact identified in the field, “Client/Plan Implementation Contact” should be the individual at the 
client’s firm who can provide the operational details of the plans(s) and has the authority to make decisions on 
behalf of the services being implemented. 
 

Complete the lighter blue fields to provide additional information as follows: 
 

Client Billing Contact:  Make sure that in addition to contact name, that you provided the billing contact email 

address and billing phone number, if the Client Billing Contact is not the same as the Primary Contact. 

Distributor/Broker Name, email address, and phone number:  This information needs to be completed in order 

for BASIC to interact with the Broker/Distributor on behalf of the employer(client). 
 

                           
 

11 CDA Offering Effective Date: When tabbing or using the next button, a 

field for effective date will appear. 

 

Use the pop-up calendar to select the effective date for the offerings 

being purchased. 
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Although this is not a SignNow required field, the effective date must 

be populated to prevent delays in the processing of the application. 

 

DO NOT “TAB” or USE THE “NEXT BUTTON” following this section.  
Those functions only stop at required fields. 

 

Use the bar on the right side of the screen to navigate this section. 

                               
 

12 CDA Offerings and Fees.  Use the bar on the right 

side of the screen to navigate this section. 

 

NOTE: Because no specific account is required, if 

using the “Tab” button or the “Next” button, this 
section and other accounts/services and pricing 

sections are skipped by the program.”   
 

Use the bar on the right side of the screen to 

navigate up and down the application to select 

products and provide pricing. 

 

If applicable, select the clients CDA Account(s) 

purchased. Click the box in front of the CDA 

products wanted 

 

A CDA Fee section and Compliance products 

follow the CDA products.  All products selected 

and their associated fees fields need to be 

completed on the application. 

 

 

 

 

13 Consumer Driven Account: Add-on Packages: 
 

If applicable, select the add-on packages and 

provide the pricing  

• Click the box in front of the Ad-On packages 

wanted 

• Click on the text field aligned with the 

selected add-on package and enter the fees 

to be charged for each add on package 

• Provide the total fees (sum of all fees) 

 

Section “A”: If applicable, select the Compliance 

Documents Add-Ons.  
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• Click the box in front of the Compliance 

Documents the client wants 

• The total for all Compliance Documents Only 

fees (number of documents x price per 

document) should be entered   

 

 

14 Consumer Driven Account Fee Summary 

(Required fields) 

• Enter the level and the fees based on the 

products purchase 
 

Note:  If CDA is not selected as a product 

offering by a client, please put NA in each field. 

 

 

15 Review other sections and complete the services 

and fees sections per your agreement with the 

client/broker.  

 

Sections to review include: 

 

A. Continuation Offerings 

 

B. Compliance Offerings 

 

C. Documents Only Offerings 

 

 

 

Similar to CDA, if applicable, select the offerings 

and provide the effective and pricing for the 

offering. 
 

• Click the box in front of the offering(s) 

wanted.  

 

• Click on the text field aligned with the 

selected offering and enter the fee. 
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16 Billing Information Section:  Fees Due 

with Application.   Based on the fee 

schedule and potentially negotiations 
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• Click the text field aligned with each 

fee and enter the dollar amount as 

follows:  

o Set-Up Fees: sum of all set-up fees 

in the CDA, Benefit Continuation 

and Compliance sections of the 

application 

o Annual Admin Fees: sum of only 

the annual admin fees in the CDA, 

Benefit Continuation and 

Compliance sections of the 

document.  Monthly minimums 

and per participants charges are 

not to be included in the Annual 

Admin fee total. 

o Additional Fees: sum of all 

additional fees in the CDA 

(including CDA Add-On fees), 

Benefit Continuation and 

Compliance sections of the 

application 

 

• Click on the “Total Amount Due” and 

all the fees due with this application 

in the field provided. The Total 

Amount Due is the sum of the Set-Up 

Fees, Annual Admin Fees, and 

Additional Fees identified in this 

section.  

 

Payment Method/Payment frequency 

• Click in the boxes provided to select 

the Payment Method 

and the frequency. 

    

 

 

 

 

 

 

17 Authorization: Provide the Distributor and RSD Information in this section.  BASIC Provider ID# and RSD # are 

required fields.  Please note, that although not a SignNow Required Fields, the List Bill # and appropriate Retail 

Code is required to be entered if the Client fees are to be billed to the Distributor. 
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Items to include in the Special Instructions section: 

• EDI (Electronic Data Interface), with the vendor identified (i.e. EASE, Employee Navigator) 

• 5500 Due Dates (particularly if dates are closer than a 15 day window) 

• Any other information that the New Business Team needs to know to ensure a timely and smooth 

implementation. 
 

18 BASIC USA  

• Click on the fields provided and they will 

autofill form the information provided 

earlier in the application. 

            

 
 

 

 

19 Business Associate Agreement.  
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• Click on the fields provided and they will 

autofill form the information provided 

earlier in the application. 

              
 

20 BASIC COBA Administration:  Late Submission or 

back-dating Addendum 

 

• If applicable, complete the fields in the 

form.   

• Company Name will auto-fill when the 

field is selected. 

 

 
 

21 The application is now complete. 

 

• Click “Done” in the upper right corner when 

all needed fields and signatures are complete. 

 

 
 

22 After clicking done, you will receive this screen. 

 

The application is now on its way to the client. 

 

Close this browser: Do not click the 

“Get My Document button.” 
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The Client’s Screen 

# Description Visuals / Screens 
1. Client Receives and email from BASIC. 

 

        

 
 

2. Open email and click “View Document.” 
             

                       
 

3. The screen will change and a pop up window will appear. 

 

Click “Get Started” in the pop-up window. 

 

 
 

4. The Application will appear.   

 

Navigation Options: 

To view and review information on the application, you 

can use the scroll bar on the right side of the screen to 

move up and down the application. 

 

To go directly to the first required field, click “Next” in 

orange in the upper left corner 

 

 After entering requested information in a field; 

• Click Next to move from required field to required 

field, or 

• Use Tab to click from field to field, or 

• Click on any field to access that field 

 

Enter information into the fields provided. 
 

Field Coloring Code 

•  Dark Orange: Required Fields, must be 

completed 

•  Light Orange: Optional additional information 
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5 Scroll down to “Billing Information” section. 
 

1. Click the box for ACH Payment or Credit Card to 

identify how fees with the application are paid. 
 

2. Identify haw administration and annual renewal 

fees are to be paid. 
 

3. Complete the banking information section 

4. Identify if additional bank accounts will be used 

5. If yes, Complete addition banking information  

6. If a credit card is being used for charges complete 

the credit card information. 

 

 
 

6 Complete the Authorization section.  (Someone who is 

authorized to sign for the organization must complete.) 

 

• Click “Signature” a wizard will pop up to help with 
providing a signature. 

• Date: provide the date the document is being 

signed. 

• Type in the printed name associated with the 

signature and that person’s title. 
• If special instructions are needed, provide here. 

• Tab, Click the “Next” button or scroll to the next 
section. 

 

 
 

7 BASIC Universal Subscription Agreement. 
 

• Click on each orange field. 
 

They will all auto-fill based on information provided 

previously.  

 

 

 
 

8 The Client has completed the application 

 

Click “Done” in the upper right corner when fields are 

complete and signatures provided. 

 

         
 

9. Screen Shown, close browser. 

 

Upon submission, you will see the field to the right. 

 

Close this browser: Do not click the “Get My 

Document button.” 
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The Broker or BASIC RSD   

This person was not the initiator. They are being notified of the application. 

Only One field to check: Review the document 

# Description Visuals / Screens 
1. RSD (or Broker) Receives an email from BASIC. 

 

          
 

2. Open email and click “View Document.” 
                                    

 
 

3. The screen will change and a pop up window will appear. 

 

Click “Get Started” in the pop-up window. 

 

                                                    
 

4 Navigating to the one field 

 

Click the “Start button. 

 

      
 

5 Review the document 

 

RSD (or Broker) is to review the document and check the 

box; “I have reviewed the above application.” 

 

         
 

6  

Click “Done” in the upper right corner 

 

                     
 

7 The RSD (Broker) will get this screen 
 

1. An option to get a copy of the application is 

available if wanted.  Broker can either download 

or receive one via email. 
 

Close this browser: Do not click the “Get My 

Document button.” 

 

                    
 

NOTE:  The RSD, Client and Broker will then all receive an email linking to the completed and signed application. 
 

                                       
 

 


