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Working with Licensed Assistants

If you are an advisor who has designated life insurance licensed
assistants, you can give these individuals access to a SmartDelivery
package so that they can help with the eDelivery process.

Licensed Assistants, when assigned to a policy, can:

- view the policy on their SmartDelivery dashboard

- view the policy details and perform all aspects of the online
eDelivery process, except for eSigning the eDelivery documents.

- initiate the offline delivery process to obtain signatures, if required.

Assigning a Licensed Assistant to eDeliver a Policy

A licensed assistant can be designated to help perform eDelivery
using the ‘ASSIGN LICENSED ASSISTANT’ function on the eDelivery
Review screen.

Select the assistant from the list of associated Licensed Assistants
and click ‘CONFIRM’,

¢ Servicing advisors can click here to assign a licensed assistant.
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“Home | “Portiolia | Commission | Referral Programs | Forms and Agreements | smart App [ ]

Contactus | Francais | Logout
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4= Back to SmartDelivery Dashboard

eDelivery review

B\ ASSIGH LICENSED ASSISTANT

Policy ID owner Insured Ready for delivery  eDelivery expiry Stage
date date

280602022 Chris Owner Fat Insured Jun 30, 2022 Aug 12, 2022 Advisor Review

¢ Review eDelivery package Download documents for Confirm contact information and esign status, document upload ai
S manual signing release eDelivery submission

Review the Issued Case Status Report for mare details on the outstanding requirements to settle this palicy and review the cantract and
settlement documents before releasing the package to the clients

To view the document, select it from the left pane.
Issued Case Status Report ~

ISSUE CASE STATUS N
REPORT =

SmartDelivery

0 When a licensed assistant

is assigned, the servicing
advisor is still the
individual who is ultimately
responsible for the delivery
and is required to sign the
delivery documents.

Licensed assistants will also
be copied on all notifications
that the advisor receives
once they have been
assigned to the policy.

For added flexibility, if a
particular licensed assistant
was assigned to assist

with the completion of an
application in SmartApp, the
servicing advisor can assign
that individual or another of
their licensed assistants to
eDeliver the policy. In other
words, licensed assistants are
NOT automatically assigned.
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Servicing advisors can select
the licensed assistant who
may be assigned to the policy.

X
Assign Licensed Assistant

Select a Licensed Assistant from the dropdewn menu to allow them to view and assist

you with this eDelivery.
e

[ Assistant's name Select an option

© Then, click ‘CONFIRM'’.

Once a licensed assistant is assigned, their name will be
visible to the advisor on the eDelivery Review screen.

BMO * Insurance Ask Rovr Al | Help Centre | Contactus | Frangais| Logout

o The assigned licensed assistant
bome oot Comminion” o snd Meerents” st oo Y can also be changed, using the
gear icon beside their name.

%= Back to SmartDelivery Dashboard

eDelivery review
Licensed Assistant: Richard Ward -

You can choose to deliver the palicy offline by clicking the “Change to Delivery Offline” button below. With offline delivery, the policy contract .
and all settlement documents will be downloaded for you ta deliver to the client using your preferred delivery solution. Once the settlement
documents have been signed you must upload them on the Decument Upload and Submission tab and return them to BMOLA using the a cce SS to a S m a rt De I Ive ry
Ready to Settle button. .

package, this can be done

B /

using the ‘REMOVE LICENSED
’ .
ASSISTANT' function.

Issued Case Status Report

Issued Case Status Report ~

ISSUED CASE STATUS REPORT 4

i e ey

1s3UED case
Contract package ~ B e — STATUS RERORT
ey

BMO INSURANCE POLICY

Je
i
i
|

Client disclosures ot

Note: Client disclosures are not visible to advisors CateryPacan
but will be included in the final package to each
insured.

Policy ID Owner Insured Ready for delivery eDelivery expiry Stage
date date
SMPOLTED4 Smfirstname01 Smfirstname01 Jan 19,2026 Mar 5,2026 Advisor Review
T 1 1
< Review eDelivery package %wnm’ulag 0 for y Confi tact i ion and % > L. )
gning release eDelivery f h d d
—— o If the servicing advisor needs
Review the Issued Case Status Report for mare details on the outstanding requirements to settle this policy and review the contract and . . ’
cotement documerts bfor reeacing th packaga o tho cents to revoke a licensed assistant’s
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Working with SmartDelivery as a Licensed Assistant

Once a licensed assistant has been assigned to a SmartDelivery
policy by the servicing advisor, the assistant can perform all the
eDelivery functions described in this Guide, with the exception of
signing the documents. The servicing advisor is still responsible for
signing all delivery documents. If using online delivery, the advisor
will receive their eSign invitation once all parties have completed
their signatures. If using offline delivery, the servicing advisor must
sign all settlement documents requiring an advisor’s signature.

The SmartDelivery dashboard of a licensed assistant will display all
the policies that they have been assigned to work on.

Active eDelivery

eDelivery History

eDelivery summary
N 0N NN AN 7
|; 6\?\ l 2/J :(0 ) w:'/o ) 1\‘1 w: 3>
|| N AN AN/
ADVISOR REVIEW ;g::;:‘;:; FINAL REVIEW E-SIGN REJECTED E-SIGN EXPIRED OFFLINE DELIVERY
Q Search X
Policy ID ~ Owner ~ Insured ~ Expiry Date > Stage View
SMPOLTEQ4 Smfirstname01 Testsmn... Smfirstname01 Testsmn... Mar 05, 2026 Advisor Review VIEW

When a licensed assistant views a policy, the name of the servicing
advisor will be visible on the eDelivery Review screen.

Ask Rovr Al | Help Centre | Contactus | Frangais | Logout
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“ Back to SmartDelivery Dashboard

eDelivery review

Advisor: Advisor Name

Policy ID Owner Insured Ready for delivery  eDelivery expiry Stage

date date
SMPOLTE04 Smfirstname01 smfirstname01 Jan 19,2026 Mar 5, 2026 Advisor Review
T ] 01

Review eDelivery package

Download documents for 3 Confirm contact information and %
manual signing release eDelivery

Review the Issued Case Status Report for more details on the outstanding requirements to settle this palicy and review the contract and
settlement d before releasing the package to the clients.
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N

@ Need help?

If you require assistance with the SmartDelivery
process, please contact our Digital Support Team (DST)

at Insurance.DST@bmo.com or 1-855-208-3675 from
Monday to Friday, 9:00AM - 6:00PM ET.

If you have questions about the specific delivery
requirements or contract for a specific policy, please
contact your MGA/National Account New Business team.
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Let’s connect

To find out more about BMO Insurance products, please call your MGA, contact
the BMO Insurance regional sales office in your area or call 1-877-742-5244.

Ontario Region Quebec - Atlantic Region Western Region
1-800-608-7303 1-866-217-0514 1-877-877-1272

bmoinsurance.com/advisor

BMO 2 Insurance

For Advisor Use Only.

The information in this publication is intended as a summary of our products and/or services and may include projected values based on a set of assumptions. Actual results may not be
quaranteed and may vary. Please consult the appropriate policy contract for details on the terms, conditions, benefits, guarantees, exclusions and limitations. The actual policy issued
governs. Each policyholder’s financial circumstances are unique, and they must obtain and rely upon independent tax, accounting, legal and other advice concerning the structure of
their insurance, as they deem appropriate for their circumstances. BMO Life Assurance Company does not provide any such advice to the policyholder or to the insurance advisor.

Insurer: BMO Life Assurance Company. 976E (2026/02/20)


https://www.bmo.com/insurance/advisor/
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