M Manulife

How to Enrol a plan member online

If you're ready to submit a contribution for a member who is not yet enrolled on Manulife’s
administrative system, use the Enrol a member feature on the Plan Sponsor Secure Site.

STEP 1:

Log-in to the Plan Sponsor Secure site. Select Manage Your Plan and then select Enrol a Member from the left hand menu.
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STEP 2:

To complete the enrolment process for the member(s), enter
the required information for the member.
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Please complete the enrolment information belows.

All items with an asterisk (*) must be completed. Help

Policy number: 22222222

[*Manulife Financial requires a signed enrolment form for all Plan members, Select one option.
O The Blan Administrator vil forvard the snrolment form, as completed and signed by the plan member, to Manulife Financial.
(@) Wanulife Financial will send an Enrolment Action Form to the Plan member for verification and signature.

|select an enrolment types* ® Member or ) Spousal member

Member information:

[[ast name of member:* Bradley
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Marital status:

Middle initial I:l
Member number:*
Date of birth:*
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Plan entry date:* Day {31 |ontn[December V| vear{2010 _[07¥)

Service start date:

Contributor information:

[Complete this section only if this is a spousal member enrol
Last name of contributor:*

ment.
First name:*| Middle initial;
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Date of birth:*

Must be completed o procesd.

STEP 3:

Enter the plan member’s contact information.
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Member contact information: help

Return to Member information

*Street number & name: [401 King Street. South |

*City: ‘Knc hener ‘

Province/State: | CNtAM0 (ON) v

*Country: [CANADA <]
Postal code/Zip:

number: I I | extension | |

Email: |
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Click Continue to the move to the next screen.

Important note:

If you do not have a signed enrolment form from the
member, select the second radio button and Manulife
will mail an Enrolment Action Form to the member for
verification and a signature.
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Click Continue to the move to the next screen.



STEP 4:

If you have the plan member’s signed enrolment form, enter
the plan member’s beneficiary information. If you do not
have the signed application form, click the No Beneficiary
Instructions button.
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Member beneficiary information: heln
Return to Contact information

No plan member beneficiary instructions: You need beneficiary designation instructions from the plan member to complete this step. If you do
not have instructions, click this button to go to the next step.

No Beneficiary Instructions

Member beneficiary instruction:
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Date beneficiary was designated:
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Manulife Financial requires the member to date and sign all beneficiary designations.

Click Continue to the move to the next screen.

STEP 6:

Verify and complete the enrolment.
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Member enrolment verification: help
e o

be taken to the

Mambarioformation

Jeted and sigoed by the plan member, to Hanulfs Fnancial

iddle initial: T

Gender: Famale SN 123954489

Preferred language: Englsh

Middle initil:
SN

401 Kng Strest. South

Percentage  Trustee
Tony Bradley x
u ion categorie: Percentage
2132 - ML Candisn Money Markt 16 100%

WARNING: Pressing <<Enrol>> more than once (even after pressing Stop) may cause multiple
ing of your req ion. Please be patient as your transaction completes.

STEP 5:

Enter the plan member’s investment instructions.
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Enrol a member
Jane T Bradiey
Member investment information: help

Return to Member beneficiary designation
You need from the plan member to complete this step. 1f you do not have member directions, the plan

No plan
defaults vl apply.

Click this button to go to the next step. | No member directions

or

ployer has choosen where the money wil be invested for any categories not

Tt's now time to

f you want to instead
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Option 1: Member has not provided investment
instructions — contributions will be deposited to the plans
default fund. Click | No member directions |

Option 2: Member has provided investment instructions —
click Continue. All the investments available within the plan
will be listed.

Enter the investment instructions provided by the member.
Click Continue at the bottom of the page.

Once you click Enrol, you will receive an on-screen
verification. The member is now active on Manulife’s
administrative system and a contribution can now be
submitted for this member.
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