
For agent use only. Not for public distribution. cn61842122010

Term eSubmit Process



For agent use only. Not for public distribution. cn61842122010 1

Where do I find Term e-Submit?

On the ING for Professionals Site…
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One log-in ID and Password gives you access to ING Pro and Term eSubmit.

How do I access Term e-Submit?
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First screen of Term eSubmit: Client Screen

Note:  Turn off all pop-up blockers or you will not be able to access the iGO e-App site.

Once all pop-up blockers are disabled, the first screen you will see is the Client screen. 

•All yellow fields are required.  The application will not be In-Good-Order if you do not answer 

all required fields. 

•If required fields are not answered, you will not be allowed to utilize the e-Signature and e-

Submit functionality.   

•Capture the clients required information and click on “Continue to Application”
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Questionnaire Tab – Proposed Insured Screen

= Not in Good 

Order

= In Good Order

•Capture the proposed insured’s required information and click on “Next”

Must enter a valid SSN.

•Consecutive numbers will not work.

Important for e-Signature.
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Questionnaire Tab – Proposed Insured Screen Continued: Address

•Capture the proposed insured’s required information and click on “Next”

Please enter a valid zip code.

Select screen name or „Back‟ button to go back one screen.

Zip codes must be valid.

Cannot enter consecutive numbers.
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Questionnaire Tab – Proposed Insured Screen Continued: Employment

•Capture the proposed insured’s required information and click on “Next”

If “Yes”, we can answer 

additional questions or click 

“Next”. 

If “No”, we click on “Next”.



For agent use only. Not for public distribution. cn61842122010 7

Questionnaire Tab – Proposed Insured Screen Continued:

Income & Tobacco 

•Capture the proposed insured’s required information and click on “Next”

Required

Optional

If “No”, click “Next”.

Required
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Questionnaire Tab – Proposed Insured Screen Continued: Tobacco, cont. 

•Capture the proposed insured’s required information and click on “Next”

If “Yes”, answer the remaining 

Tobacco Use questions.  
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Questionnaire Tab – Personal History

If “Yes”, must enter date 

Discharged and details

“Yes” triggers Foreign 

Travel Questionnaire

“Yes” triggers Military    

Questionnaire

“Yes” triggers Agent to  

choose activities. 

Activities trigger 

questionnaires on left 

navigation bar.

If “Yes”, must enter an 

explanation.

If “Yes”, must enter an 

explanation.

•Capture the proposed insured’s required information and click on “Next”



For agent use only. Not for public distribution. cn61842122010 10

Questionnaire Tab – Owner (Payor)

If “Yes”, proceed to Billing Address.

If “No”, fill in required 

information.

If “Yes”, click on “Next”.

If “No”, fill in required 

information.

Then click “Next”.

Important for e-Signature.
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Questionnaire Tab – Owner (Payor) Continued

If “Yes”, fill in required 

information.

If “No”, enter Date of 

Birth, then click “Next”.
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Questionnaire Tab – Beneficiary Information

Total Percentage must 

equal 100% for all 

Primary Beneficiaries

Can enter a maximum 

of 10 Primary 

Beneficiaries.

Details for 2nd – 10th

beneficiaries listed 

will appear on 

Overflow page of pdf 

file.
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If “Yes”, you are allowed to 

add up to 10 Contingent 

Beneficiaries.  

Details for 2nd – 10th 

beneficiaries listed will 

appear on Overflow page of 

pdf file.

If “No”, Click on “Next”.

Questionnaire Tab – Beneficiary Information
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Questionnaire Tab – Product/Rider Information

Per product 

guidelines.

Choose the riders to add to the 

application,
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Questionnaire Tab – Payment Information

Choose Payment Methods – Initial and Subsequent

**Only allowed to enter whole numbers at this time.

If EFT is chosen for the initial 

Payment, Subsequent 

payments default to EFT.

Please also make note of 

request for EFT draft for 

initial premium in the 

„Remarks‟ section of the 

Agent Report Page.

Note:  Voided check/deposit slip is not required for e-

submitted cases.
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Questionnaire Tab – Payment Information Continued

If Credit Card is chosen, 

additional information is 

required.

Credit card payment method is 

not provided as an option if not 

allowed in the state the 

application was taken.

If „Check with App‟ is selected, 

it is assumed that the payment 

will be submitted immediately 

under separate cover.
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If any of these questions 

are answered “Yes”, you 

are not authorized to 

collect premium at the time 

of application.  

If answered “No”, the 

Temporary Insurance 

Receipt will be included in 

the completed application 

packet.

Click on “Next”.

Temporary Insurance Receipt Tab
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Questionnaire Tab – Replacement Information & Agent Replacement 

Verification

If any of these 

questions are “Yes”, 

additional questions 

will populate and trigger 

the required 

replacement forms.

If any of these questions 

are answered “Yes”, the 

required replacement 

forms are triggered.

Click “Next”
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Questionnaire Tab – Health Info Authorization

ING does not 

require any of these 

fields to be filled 

out.

Note:  This page 

concludes the client 

portion of the 

application.  All 

remaining pages are 

specific to agent 

information and the 

submission of the 

case.



For agent use only. Not for public distribution. cn61842122010 20

Questionnaire Tab – Agent Report

Click “Next”.

Important for 

e-Signature.

At any time, you 

can save the 

application and 

come back to it, 

and/or 

view/download  

the pdf forms.

*Will not print on the agent report.

Additional 

information will be 

required for either 

selection.

If agent contracting is pending, please enter GA #.  

Agent ID # is required prior to policy issue.
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Questionnaire Tab – Agent Report

Although these are not 

required fields, it is highly 

recommended that you 

enter your preferred 

method of contact 

information.   

No = Default to 100%

Yes = Enter additional agents

Note:  Additional agent information 

will populate on Overflow page of 

pdf forms.
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Questionnaire Tab – Agent Report Continued

Included in pdf file electronically

delivered to the client for 

e-submitted cases.  

If “No”, you are required 

to explain.

What ING sales materials did 

you use?

Click “Next”



For agent use only. Not for public distribution. cn61842122010 23

Questionnaire Tab – Agent Report Continued

All questions are 

required. 
If yes, please explain

If yes, provide lender information

If no, provide source of funds

If yes, tell us how you are related.
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Questionnaire Tab – Agent Report Continued

If yes, you must provide 

parent and sibling in-force 

insurance information.

If you choose to order the 

paramedical exam, ING‟s 

preferred vendors will 

populate.  

If you choose one of those 

vendors, the phone number 

and web-site information 

will populate.  

Note:  Parameds are not 

automatically ordered 

through this tool at this 

time.
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Questionnaire Tab – Lock the Application & Proceed to the Signatures
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If you unlock the application, you will cancel the e-Signature process.

Only the agent has the ability to unlock and edit the application.

You can only make changes to the application if you unlock it.

Questionnaire Tab – The Application is Locked
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Questionnaire Tab – Agent Instructions

ING has provided a generic 

reminder sheet for our 

Agents.  

Opening the document is 

required before you can 

proceed.
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Questionnaire Tab – Signature Options

eSignature is a 

secure, easier way 

to submit your 

application, and it 

reaches ING faster!  
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Questionnaire Tab – eSignature Instructions

This is the PIN number 

used by the Agent to 

access the application 

AFTER the proposed 

insured has signed 

and apply his/her 

signature 

electronically.   

The agent is the last 

individual to apply 

their signature.
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Questionnaire Tab – Proposed Insured‟s eSignature Email

A page like this will produce 

for each person that needs 

to sign the application.  

For example, the Proposed 

Insured, Proposed Owner, 

Proposed Payor, etc. if they 

are all different people, they 

will each receive an email 

from the agent to review the 

application packet and 

apply their signature.

Client‟s pin number to 

log in and apply their 

eSignature.   

Generic email text

Add your own personal message here.

Click here to send the email to the Client, 

then click “Next”.
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Questionnaire Tab – Proposed Insured‟s eSignature Email

After the email has been sent to the Proposed Insured, a 

confirmation message appears on the Email page. 

If your client did not get the 

email, you can resend the 

message to your client.
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Questionnaire Tab – Proposed Insured‟s eSignature Email

List of emails sent to 

obtain e-Signatures.

List of emails agent can 

expect to receive 

through the e-Signature 

process.   
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Customer Receives Email & Logs In

Customer receives their email from you, the Agent.

Customer clicks on the link to log into the tool.

Customer enters the last 4 digits of their SSN or 

Government issued ID to sign in. 
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eSignature: Terms of Use & Electronic Signature Disclosure

The Customer must open and read 

the Terms of Use before they can 

check the box and continue.  

Once the Customer checks the 

Terms of Use box, they choose to 

Decline or Agree to proceeding 

with e-Signature process. 

If the Customer agrees, they will 

proceed to the next page.

* Make sure to tell the Customer to turn off pop up blockers.
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eSignature: Application Review

Customer must click on the ‟Review 

Your Application‟ button. 

Once the Customer 

has reviewed their 

application, they 

click the “I have 

reviewed the 

application and read 

each of the pages 

that are to be 

eSigned” box and 

proceed.

Customer has another opportunity to Decline or Agree

to proceeding with the e-Signature process.
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eSignature: Apply eSignature

The Customer “checks” 

all four boxes.  

Customer enters the city 

that the application is 

being signed at.

The Customer has a final 

opportunity to Decline or 

Apply their eSignature 

and Submit to Agent. 
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Customer eSignature Complete

The Customer can view/download

the e-Signed application.

Customer closes iGo Forms once complete.
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Agent receives an email stating Customer has completed the application, and now the Agent‟s 

signature is needed.

Agent clicks on the link to log into the tool.

Agent enters the last 4 digits of their SSN 

to sign in.

Agent Receives Email & Logs In
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eSignature: Terms of Use & Electronic Signature Disclosure

The Agent must open and read 

the Terms of Use before the 

box can be checked.  

Once the Agent checks the 

Terms of Use box, they choose 

to Decline or Agree to 

proceeding with the e-

Signature process. 

If the Agent agrees, they will 

proceed to the next page.
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eSignature: Application Review

The Agent must click on the ‟Review Your Application‟ button 

and verify all signatures applied to the application. 

Once the Agent has 

reviewed the 

application, they 

click the “I have 

reviewed the 

application and read 

each of the pages 

that are to be 

eSigned” box and 

proceed.

The Agent has another opportunity to Decline or Agree to 

proceeding with the e-Signature process.
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eSignature: Apply eSignature

The Agent “checks” both 

boxes.  

The Agent has a final  

opportunity to Decline or 

Apply their eSignature. 
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Agent eSignature Complete & Submit to ING

The Agent can view the eSigned 

Application.

It is highly recommended that 

the Agent download the file for 

future reference.

Critical Step:

The Agent clicks 

“Submits to ING”.

After the application is submitted 

to ING, the Policy Number is 

„stamped‟ onto the application.


