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Job Aid 

Enrollment HUB 
How to Complete an SMS/Text Signature  

  

Purpose:  
This job aid explains the steps the agent and beneficiary must 
follow to complete an SMS/Text signature.   

Scope: Enrollment HUB users 

 
 

Introduction 
Enrollment HUB will allow you to secure a signature on a scope of appointment 
form using the SMS/Text Signature process.  There are several things that you 
should remember when using this signature method: 
 

 The beneficiary must have a valid mobile phone number 

 The beneficiary must be able to access their text messages 

 The mobile phone number must belong to the beneficiary 
 

Table of Contents 
How to Complete an SOA Form 
Accessing SMS/Text Signature message – Applicant 
Completing SMS/Text Signature 
How to Resend SMS/Text Signature message 
How to Unlock SMS/Text Signature message 
Agent Notifications and Signature Log 
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Completing the Form 

Once completing the 
enrollment form, 
select SMS Text 
Signature. 
 

The mobile phone 
number captured on 
the enrollment form 
will be utilized for the 
remaining signature 
processes.   

 

When SMS Text 
Signature is selected 
the SMS TEXT 
SIGNATURE section 
will display 
 

A note to the agent 
will explain the SMS 
Text Signature Process 
 

The cell phone 
entered in the Contact 
Information section 
will display 
 

Read the two consent 
questions to the 
applicant and choose 
YES or NO 
 

The last two 
statements are meant 
for you, the agent, and 
are not to be read to 
the applicant. 

 

 

 

 
 
 
 
 

Continue on next page 
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 Click ENROLL NOW 
 

Process complete 
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Completing Electronic Signature - Applicant 

The applicant will receive 
a text message.  They 
should click on the link to 
access, sign, and submit 
their application form.  
 
After clicking on the link 
the applicant will receive 
a second text message 
with their 
authentication/validation 
code 

   

A webpage will open 
where the applicant will 
need to enter their 
authentication/validation 
code and date of birth. 
 

Applicant will then click 
VALIDATE. 

 

Continue on next page 
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On the following page the 
applicant should click on 
VIEW TERMS AND 
CONDITIONS 

 

The applicant needs to 
scroll to the bottom of 
the page then click DONE 

 

Continue on next page 
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The applicant should 
check the 
acknowledgement box, 
enter their First name and 
Last name.  Then click 
SUBMIT FORM. 

 

A confirmation page will 
display.   

 

Continue on next page 
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The applicant will also 
receive a text message 
confirmation of the 
enrollment submission.   

 

Process complete 
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How to Resend Electronic Signature Email 

If an applicant has not 
received the text message 
within a timely manner, 
agents can click on the 
“ReSend” button to 
request a new email to be 
sent. 

 

If you want to send the 
text message to the 
previously used mobile 
number click PREVIOUS 
 

If you would like to send 
the text message to a new 
mobile number click NEW  

Enter the new mobile 
number then click SEND 

 

Process complete 
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How to Unlock Electronic Signature 

If the applicant enters 
their information 
incorrectly three times on 
the secure validation 
webpage, they will lock 
their account.  
 

A message notifying the 
applicant will appear on 
the screen.  
 

 

The status on the 
enrollment card will also 
change to display 
PENDING TEXTSIG – 
ACCOUNT LOCKED.   
 

To unlock the applicant’s 
account, click on UNLOCK. 
 

The applicant will be able 
to access the original text 
signature message and 
attempt to log in again.    

Process complete 
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Agent Notifications and Signature Log 

Enrollments pending for 
text signature will have a 
tag on the application 
card. 
 

The Pending Text Sig tag 
will change to submitted 
once the applicant submits 
the text signature.   
 

Agents also have a 
Signature Log to refer to 
for events that have taken 
place thus far with the text 
signature flow. 
 
 

 
 

 

Process complete 


