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Quick Links

The following are quick links to the various sections in this document.
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Introduction

You have the ability to enable your own documents for eSignature via the Account Opening Tool. You assign
eSignature tags based on eSignature recipient roles.

You must have the WC AOTOA Advisor Doc and ESIG entitlement in order to upload your own, proprietary,
eSignature-enabled documents to the Account Opening/Transfer of Assets Tool. This entitlement controls the

display of the Advisor Document Management bricklet and you are prompted to specify if you intend to
include your own proprietary documents.

Signer Tag Overview

When tags are used within a PDF form, you name the fields on your form using tag names.

Tags are defined for each expected signer. If you have 2 signers specified in the recipient list, you would

typically add 2 text fields to your PDF and name them as follows:
ESIG_ADVISORDOC_SIGNER1_eSignFullName
ESIG_ADVISORDOC_SIGNER2_eSignFullName

The table below contains the eSignature tags that are available for your documents.

>
g NOTE: At least one signer signature is required.

Signer Tag Signer Required/Optional
ESIG_ADVISORDOC_SIGNER1_ Account Holder 1 Required
ESIG_ADVISORDOC_SIGNER2_ Account Holder 2 Optional
ESIG_ADVISORDOC_SIGNER3_ Account Holder 3 Optional
ESIG_ADVISORDOC_SIGNER4_ Account Holder 4 Optional
ESIG_ADVISORDOC_SIGNERS5_ Account Holder 5 Optional
ESIG_ADVISORDOC_SIGNERG6 _ Account Holder 6 Optional
ESIG_ADVISORDOC_SIGNER7_ Account Holder 7 Optional
ESIG_ADVISORDOC_ADVISOR1_ Advisor Optional
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Placing Signature Tags with PDF Forms

Tagging involves creating a PDF and using Adobe Acrobat or a similar PDF editor to identify the places
within your document where you want to specify the signature fields.

\)v& NOTE: We used Adobe Acrobat integration for Microsoft® Word® in the example below. Your
- process may differ slightly if you are using a different editor.

Create the PDF document.

Open the PDF in Adobe Acrobat.

Click Tools > Forms > Edit > Add New Field. Use the Text Field option for signatures, dates,
and signer names.

wp e

=@ =
*

MEIES
Customize - "

Tools Fill & Sign Comment

s

» Content Editing

Forms | Close Form Editing |

» Pages

T’-’\Mf—'—'—'\_ P T Ay

~ Tasks

»

v Interactive Objects

(W»—'MWWWWF‘N—MH\, AR

=
-~ Forms 1
5 Add New Field
@ Create I ? I
T T T .
@ Edit 2 Text Field ﬁ
‘[ Check Box
Istrnoute E
£ More Form Options - E Q} Radio Button
{ List Box
» Action Wizard —
E Dropdown
» Text Recognition £
+ Protection % Button
E_] Digital Signature
e s a SRR { | |
J Barcode
Z[ J Field Type Help

Y PN S "

4. Highlight an area in the document that should be tagged based on the locations you identified.
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5. Right-click the PDF field and click Properties.

o
Account Owner
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Client Name:
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Client Signature:

Signature Date:
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Account Owner

Client Name:
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Client Signature:
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Set as Reqguired Field
Add New Field

Cut
Copy
Delete

Select All

Align, Distribute or Center
Set Fields to Same Size

Create Multiple Copies...
Show Tab Mumbers

Duplicate Across Pages...
Show Grid
Use Current Properties as New Defaults

6. Rename the field name using the signer tag to give an account holder action over the field.

Text Field Properties

General |Appearance| Posi‘tionl Optionsl Actionsl Formatl ‘u’alidatel C

&

Text Field Properties

Mame: ITexﬂ

Tooltip: I

General |Appearance| Posi‘tionl Optionsl Actiorlsl Formatl ‘u’alidatel Calculatel

MName: FSIG_ADVISORDOC_SIGNERl_eSignFuIIName

Tooltip: IName of Primary Account Holder

Common Properties

Form Field: | Visible -l I~ Read Only
Orientation: IU VI degrees I™" Required ST i
Form Field: [ Visible =l I™ Read Only
I Locked Orientation: IU vl degrees I™ Required
[ Locked Close |
Tags

The following formatting should be used for the required Name, Sign Here, and Date fields:

Field Name | Signer

Signer Tag | Format

Name Signer1 | ESIG_ADVISORDOC SIGNER1 ESIG_ADVISORDOC SIGNER1_eSignFullName
Sign Here Signer 1 ESIG_ADVISORDOC_SIGNER1 ESIG_ADVISORDOC_SIGNER1 eSignSignHere
Date Signer1 | ESIG_ADVISORDOC_ SIGNER1 ESIG_ADVISORDOC_SIGNER1_eSignDateSigned
Name Advisor ESIG_ADVISORDOC_ADVISOR1_ ESIG_ADVISORDOC_ADVISOR1_eSignFullName
Sign Here Advisor ESIG_ADVISORDOC_ADVISOR1_ ESIG_ADVISORDOC_ADVISOR1_ eSignSignHere
Date Advisor | ESIG_ADVISORDOC_ADVISOR1 ESIG_ADVISORDOC_ADVISOR1_eSignDateSigned
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7. Check the Required box to make a field required.

Text Field Properties k|

General |Appearance| Positionl Optionsl Actionsl Formatl ‘u’alidatel Calculatel

Mames IESIG_AD‘U'ISORDOC_SIGNERl_eSignSignHere

Tooltip: ISignature of Primary Account Holder

Commeon Properties

Form Field: [ Visible - ™ Read Only

Orientation: IU v| degrees pRequired *
[~ Locked Close |

8. Repeat Steps 4-7 until all required areas are tagged.
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Account Owner

SIG_ADVISORDOC SIGNERL_eSignFullName

Client Name:

ESIG_ADVISORDOC_SIGMERL _eSic

Client Signature:

ESIG_ADVISORDOC SIGMERL_eSignDateSi

Signature Date:
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9. Save the tagged PDF in the Adobe PDF Files format so the fields are fillable.

E Save As ll
N =
k)k) |- Desktop - - |2y I Search Desktop ¥
Organize *  New folder E‘: i @
a . -
- Favorites &S Libraries
Bl Desktop | _IJ System Folder
4§ Downloads -——
J=i| Recent Places Employee
% System Folder
A Libraries
& Documents i | Computer
@ Music — .| system Folder
= Pictures )
B videos S ) Network
L-' System Folder
1M Computer
27 5pisk (C: = | Employee Remote Access
l_‘ {M)J - L_h Internet Shortcut ﬂ
File name: I Advisor Document.pdf j
Save as type: |Adobe POF Files (*.pdf) j
Adobe PDF Files (*.pdf)
Adobe PDF Files, Optimized (*.pdf)
Excel Workbook (* xlsx)
HTML (= html, *.htm)
< Hide Foldersl JPEG (*jpg,™jpeg,"jpe)
JPEG2000 (*.jof, *.jpx, *.jp2,* j2k, *.j2c, % jpc)
PDF/A (*.pdf) a

PDF/E (*.pdf)

PDF/X (*pdf)

PNG (*.png)

PostScript (*.ps)

PowerPoint Presentation {*.pptx)
Rich Text Format {*.rtf)

Text (Accessible) (= tut)

Text (Plain) (% txt)

TIFF (= tiff, = tif)

Word 97-2003 Document (*.doc)
Word Document (*,docx)

XML 1.0 (*.xml)

¥ML Spreadsheet 2003 (*, xml)

10. Upload the tagged PDF to the Account Opening Tool and choose to include advisor documents in
the Advisor Document Management bricklet.

@ NOTE: Signers only see the documents for which they are a signer within the eSignature

envelope in DocuSign.
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Signing Experience

The following sections describe the actions involved in the signing experience and signer roles associated
with the eSignature ceremony.

Investor Signer Role

An investor signing a consolidated envelope:
e Receives a request from DocuSign to sign documents.
e Performs his authentication using Knowledge Based Authentication.
e In addition to signing Fidelity forms, signs the prepared advisor document(s).
e Confirms the signing when he completes all signatures.

Advisor Signer Role (if applicable)

An advisor signing his own documents:
e Receives a request from DocuSign to sign documents.
e Performs his authentication using the Access Code specified in the Advisor Document
Management bricklet of the Account Opening Tool.
e Signs the advisor documents. NOTE: Only advisor documents are available for viewing and
signing.
e Confirms the signing when he completes all signatures.

Document Recipient Role

The final document recipient:
e Receives a request from DocusSign to retrieve the final signed copy of his documents.
e Performs his authentication using the Access Code specified in the Advisor Document
Management bricklet of the Account Opening Tool.
e After all signers have signed, retrieves the final signed copies of all documents from the
envelope.

Screenshots included in this document are provided for illustrative purposes only.

For investment professional or institutional investor use only. Not for distribution to the public as sales material in any form.
The third party companies mentioned herein are independent companies, unaffiliated with Fidelity Investments.

Third party trademarks and service marks are the property of their respective owners. All other trademarks and services marks
are the property of FMR LLC or its affiliated companies.

Fidelity Family Office Services is a division of Fidelity Brokerage Services LLC, Member NYSE, SIPC.

Fidelity Institutional Wealth Services provides brokerage products and services and is a division of Fidelity Brokerage Services
LLC. National Financial is a division of National Financial Services LLC through which clearing, custody and other brokerage
services may be provided. Both members NYSE, SIPC.
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