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HOW TO ELECTRONICALLY SIGN FORMS USING DOCUSIGN
THROUGH ONLINE SERVICES

You can electronically sign and submit the following forms using DocuSign through Online Services:

e Transfer Form

e Termination Form

¢ Notice of Unpaid Leave of Absence
e Membership Enrolment forms

From the Online Services employer home page:

N
r\ @Help M7 Secure Messages Settings ~

onlineServices

e espeell \Welcome to Online Services

Air Canada Pilots o Here you can:
» send and receive secure electronic messages
+ send forms, documents and files
o send payroll data files
o receive reports from OPTrust

Online Services is used by participating employers and external vendors to exchange
confidential employer/member data with OPTrust.

Read the Online Services User Guide

Employer Manual Employer Update O Employer Forms

Quick access to practical OPTrust produces an electronic - Quick access to all the forms you
information on administering the news bulletin for employers to let will need.

OPSEU Pension Plan. you know about changes in our » Transfer Form

administrative policies or procedures. « Termination Form

View the Employer Manual > » Notice of Unpaid Leave of Absence

Read the latest employer updates> »_Membership Enrolment forms

« Other Employer forms

Questions?
H If you have any questions, please contact the Data Management Group at (416) 681-6155.

Important: Please use your secure account to send confidential information to OPTrust. Information you send by regular email is not secure.

2. A new window opens: PowerForm Signer Information.

If you selected Transfer Form, Termination Form or Notice of Unpaid Leave of Absence:
e Fillin Your Name and Your Email as the Employer.
* Click on Begin Signing.

If you selected Membership Enrolment forms:
e Fillin Your Name and Your Email as the Employer and the Name and Email for the
Employee.
* Click on Begin Signing.
e The Employee will be automatically notified via email to complete their section on the
form (see Step 11 to see how the Employee completes the form).
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@ orms N -

PowerForm Signer Information
Electronic Signatire Instructions and Agreement

Please fill in your name and email in the fields listed below. Signers
will be redirected to a page to fil & sign the form. When completed,
Please click Finish and download your completed form. After
downioating the completed form, you may click Close.

I you have an Online Services account, you will be re-directed
back to OLS. Please upload your completed form via Secure
Messaging in the Online Services Portal. I you do net have an
Oniine: Services account, please [email us the form? Business to fil
in next step here].

By compieting this form and clicking “Begin Signing’ below, |
agree

lam the employ

and binding effect, in accordance with the Online Services Terms.
of Use [include link to OLS feoter Terms of Use for employer]

1) am signing as a member with an OLS account. that my
electronic signature in this document s intended Lo have the same
legal effect, validity and enforceabilty as a paper-based signature.
and | agree that the abiliy to download an execited copy of this
document is a of Lin

the Crline Services Terms of Use finclude link to OLS footer Temms
af Usa for member].

If | am signing as = member without an OLS account: that my
electronic signature in this dacument is intended to have the same
legal effect, validity and enforceability as a paper-based signature.

IF | don't want to use an electronic signature to sign this document,
| vaill contact OP Trust at 1-800-637-0024. OFTrust Hours. Monday
to Thursday from 8am to 6pm and Friday from 8am to Spm.

Please enter your nhame and emal 1o begin the signing process

1.Employer
Your Name: *
For the Enrolment ‘ Full Name |
form enter your
name and e-mail Your Email: -

address and the
enrollees name ‘ Email Adre |

and e-mail
address. For all Piease provide information for any ofher signers needed for this
other forms you will document
only need to enter
your information 2Employee
Name: *
[ Full Name |
Email: *
[ Eman ndoress |
Click on
"Begin
v DOCUSIGN cnunge Language -Enginn ¥ T of Use | Brivacy Baicy | Copight DocuSign,ine. AR ighs resarved

3. The first time you attempt to access a form online, you will be prompted to read the
Electronic Record and Signature Disclosure and you must click on the box indicating
| agree to use electronic records and signatures prior to gaining access to the
electronic form.

4. Click on Continue.

Please review and complete

@ OP Trust

OPSEL Pansion Plan Trust Fund
undd

WSEL Pension Pan Trust F

Clickto

continue
OFTnat Memtership. [ nrcleent Fam
Plaane read the Electrons Record and Sigrabure Dechsure NTI
TP | e o nchcmic paceych e o I OTHER ACTIONS
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5. Form is now accessible and fillable.

If you selected Transfer Form or Termination Form:
* Fillin the mandatory form fields highlighted with a red border and any optional
fields.
e When you are ready to sign, click on Sign.

If you selected Notice of Unpaid Leave of Absence:
* Fillin the mandatory form fields highlighted with a red border and any optional
fields.
o If pregnancy/parental leave, you must fill in sub-allowance section.
o IfYesis elected for sub-allowance, you must enter in dates.
e If other ESA-type leave, you must select from the drop-down list.
o Ifillness or WSIB leave, the end date is not required, if unknown.
e When you are ready to sign, click on Sign.

If you selected Membership Enrolment form:
e Fillin the mandatory form fields highlighted with a red border and any optional
fields under the Employer Section (towards the bottom of the first page).
e When you are ready to sign, click on Sign.

TO BE COMPLETED BY THE EMPLOYER

C - Employment Information

Employment (@) Full Time () PartTime Plan y-Month Continuous Date D3
Type:

O seasonal () Fixedterm contract | | [ |
Employer Name
[ ] Former Member

Complete
information,
note: fields in
red are
mandatory

Employer Contact Name Business Telephone

Click here | I ‘l |
o sign Em; S';n »ntact Signature Date Signed (Day-Month-Year)

OPTrust 1005 08/20 Keep a copy of this form for your records.
OPTrust is committed te creating an accessible organ of thi are available upon request.

Member Enrolment_0820.pdf 10f2

6. Select Your Signature
¢ Full Name (Mandatory) - Type in your name to be used for your signature.
o Initials (Mandatory) - Type in your initials to be used when initials are required.
o Select Style (Optional)
— Draw - Allows you to manually write your signature.
— Upload - Allows you to upload a pre-existing signature.
— Change Style - Allows you to select a different font for your Full Name and
Initials.
When you've completed filling in the mandatory fields and any optional fields, click on Select
and Sign.
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Select Your Signature

Confirm your name, initials and signat

- Required

Full Name”
Ioey

SELECT STYLE

PREVIEW

Docusigned by: oS
msammwo E

By salacting S
iy agent} uae the

=2

7. You will be brought back to the form.

CANCEL

Review the form to ensure everything has been filled out correctly. If you click Complete
without review and there are mistakes on the form, you will need to create a new form and
begin the electronic signing process from the start (Step 1).

Once the form is electronically signed, click on Complete.

¥ Review and sign document(s)... ¥ ||
File Edit View Favorites Tools Help

Please review and complete the documents below _ OTHER ACTIONS

I consent
a OPTrust electron t pr paper nl
X OFT, information using secure messaging or regular . .
- il if secure messaging is not availabl P t anyt o % ot e Once signed click
paper form; and "Complete”
b I of all i d all attachs i i OPTrust
may request from me or my employer, or that | may ith my participation in the
ol tto OPTrust y others for plan
administration purposes.
Signature | | Date (Day-Month-vean)

TO BE COMPLETED BY THE EMPLOYER

C — Employment Information
Employment (O FullTime. () PartTime c
Type:
PP O semsonal O iceterm contrac | ] ]
Employer Name.
[ ] 1 Former Member

Employer Contact Name Business Telephone

1S Contact Signature Date Signed (Day-Monthear)

>

OPTrust 1005 08/20 Keep copy of thisform for your records.

Member Enrolment_0820. pdf 10f2
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8. A pop-up window opens: Save a Copy of Your Document. Click on Download and open the
downloaded form.

Save a Copy of Your Document

Your document has been signed

If you would like a copy for your records, select Download or

Print and save.
Click Download

For Chrome users:

e POF & Baing generan, Iy have s browssr st 15 wee DOF s, o may

s this window sfter tha fa has dowmicacsd
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For Internet Explorer and Edge Users:

Your FDF iz being generated. If you have your browser set to save PDF fies, you may
dose this window after the file has dowrloaded

CLOSE

Do youwart to cpen or save (1012)-oey Pt (314 K8} fram Upen Save [T Cancel

Classification: Public
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For FireFox users:

Your PDF is being generated. If you have your browser set to save PDF files, you may
close this window after the file has downloaded.

Opening (1012)-jozy-joey@joey.com- 0P Trust-Termination. pdf Y

“You have chosen to open:
| e m—— v PV

which is: Adobe Acrebat Document (315 KE)
from: hitps://ca.docusign.net

What should Firefox do with this file?
l @®){Dpen with! | Adobe Acrobet Reader DC (default -
O Save File

[] De this autornatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Opbons,

Cancel

9. Save the form locally.

1 R and siggn documentis) . *
B et View Fovorites Took Heip

Mew tab T - OTHER ACTIONS

Duphcate tab Culek

Moa wincow CarleN

Mew session

Open with Miaosoft Edge  Ctrl+ShiftsE Dt g © 1 4BES50. 1 S8 844 48 AL OMIAL

Copen Cubey

Edt MEMBER ENROLMENT

Save Save R 14481 4100 oo .45 54

Sawam., Cirl+S - Wl

Closa b culew locally

Page setup..

Print. Cirle P

) Pt e Ower Dtemse - it

Send ? [—— [T ——

Impart and emport e gl s

Propssties

Exn Frmary Ermat A RS ——
Ahrus |l ks Frreine lewphrone husmtes
[EI—— fusne oy Town P Powal Code
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10. If you selected Transfer Form, Termination Form or Notice of Unpaid Leave of Absence,
compose a new secure message through Online Services.

o Reference # (Mandatory) - This is automatically populated.

* Mailbox (Mandatory) - This is automatically selected.

e Topic (Mandatory) — Select the appropriate topic based on the form you are
submitting from the drop-down menu.

¢ Employee ID (Optional) - Add the member’s employee number.

¢ Content (Mandatory) - Input any information to be included with the electronic form
submission.

e Drag and Drop or Choose File (Mandatory) — Attach the completed and signed form.

When you've completed the above for the new secure message, click on Send Message.

e TR New Secure Message

Refarence &
Wailbox*
* "
Topic’ Termination

Secure Messages Employes 1D

Content™ | This is a test

Grag and drop or

DeguSign_-_Terminatien-af-Membership-(OPTrust
(8).pdf

&

11. If you selected Membership Enrolment forms, you need to wait for the Employee to fill in
their section of the form before being able to submit it (see Step 2) and you will be
automatically notified via email when the Employee has completed their section:

e Employee clicks on Review Document from their email to open the form.

(1005)-Jon E. Member- @gmail.com-OPTrust-Membership-Enrolment & &
Form Inbox X

OPSEU Pension Plan Trust Fund via DocuSign <dse@camail docusign.net> 1:58 PM (20 minutes ago) Yy 4

@ OPTrust

OPSEU Pension Plan Trust Fund sent you a document to review and
sign.

Classification: Public
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e Employee is prompted to read the Electronic Record and Signature Disclosure and they
must click on the box indicating | agree to use electronic records and signatures prior
to gaining access to the electronic form.

* Employee clicks on Continue.

Please review and complete
OPSEU Pension Plan Trust Fund
OPSEU Pension Plan Trust Fund

(1005)---OP Trust-Membership-Egy

@ OPTrust

Once they click | - DocuSign
agree they needto

Member should read
the disclosure and
click "l agree "

click "Conitnue"

- Piease read the Bieetronic Recaord and Signaturs Disclosurs.

1 agres 1o use electronic records and signatures. OTHER ACTIONS

Fowarod by DocuSign @ Ohange Langusge - Engleh (US) ¥ Teams Of Use & Privacy ¥ Copyaght & 2020 DocuSign Inc. | VeR

* Formis now accessible to the Employee and fillable.

¢ Employee fills in the mandatory form fields highlighted with a red border and any
optional fields under the Employee Section.

e When the Employee is ready to sign, they click on Sign.

e Employee will select their signature (see Step 6).

e Employee will be brought back to the form. Once the form is electronically signed, they
click on Complete.

Enter date with format MM/DD/YYYY Click _ OTHER ACTIONS
Complete
a a ko ]

&
iy == T D — St s =iie ) o
Spouse’s Last Name (if apphcable) Spouse’s First Name and Initial Spouse Date of Birth (Day-Month-Veas)
[Member |[1ackie ] [i5-Apr-1269 ]
B - Consent and Signature
| consent:
A toreceive from OPTrust iy and that | will not be provided with paper cophes unless.
1 specifically request them, | understand that OPTrust will deliver personal information SeCUse ME4agIng of regulst
mail if secure messaging is not available. | may instruct OPTrust at anytime that | would fer to receive communications in
paper form; and
b m\hr collection and use by OFTrust of all the information on this form and all attachments and information that OPTrust
3y request from me or my employer, or that | may provide to OPTrust, in conjunction with my participation in the
OPLEy Pemwn Plan. | also consent to OPTrust sharing my p with my empl or athers for plan
admink
- Sigratwe | 0 €. Mud-w | Date (Day-Month-vear) [09715/2020
sty

TO BE COMPLETED BY THE EMPLOYER

C - Employment Infarmation

:.mh,m.«: B Full Time [J Part Time Plan Membership Dlate Dy Month-voa Continuous Employrment Duste Dy Month sart
D Seasonal [ Fised-term contract 01/09/2020 03/03/2020
Employer Name
ministry of Education | 1 Former Member
Employer Contact Name Business Telephone
Michelle Kogan | [4166816100
o - . mm P P T
P by DocuSign @ Crange Languape - Engisn (U ¥ | Tems OfUse d Paacy ¥ Copyright & 2020 Docusign ire. | V2R

e Employee has the option to download a copy of the form (see Steps 8 and 9) or if they do
not want to download a copy of the form, they just click on Complete.

Classification: Public
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e Once the Employee downloads/completes the form, they will automatically receive an
email with a copy of the form: View Completed Document.

Completed: (1005)-Jon E. Member- agmail.com-OPTrust-Member &8
ship-Enrolment Form Inbox x
OPSEU Pension Plan Trust Fund via DocuSign <dse@camail docusign.net= 2:32 PM (2 minutes ago) ﬁ -
to me
o
(& OPTrust

Your document has been completed

VIEW COMPLETED DOCUMENT

12. Once the Employee has completed their portion of the form, the Employer will automatically
be notified via email:
e C(lick on View Completed Document to open the form.

@ OPTrust

Your document has been completed

VIEW COMPLETED DOCUMENT

Classification: Public
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e Download the form and compose a new secure message through Online Services (see
Step 10: Transfer Form, Termination Form or Notice of Unpaid Leave of Absence).

(2 This site isn't secure 2 Review and sign documentis)... * |||
File Edit View Favorites Tools Help

Select continue to be redrected fo penweb-ust-web penweb ocal [ESRTRUEN]  omer acTions

You may need

tocick e MEMBER ENROLWENT
down arrow to M e .t 00 o i o ot S

o 04 MK BAT

wiew Download
button

A~ Personal Information

Last Mame Fast Name:
Menber John E
) O Male® [0 Female™ = This information i required for actuarial vahiatian purposes.
Emphoyer Name Dute of Birth (Day-Month Year)
Ministry of Education 01-11-1972
Sockal Insurance Numbes Employee WiN Numiber
111111111 1111111
Primary Email Addeess Work Telephore Humber
john.member@ontario.ca
Ahermate Emai Address Personal Telephone Number
- 4166816161
Maiig Address Suite Gy T Province Pastal Code
1 Any St. 1 Toronto oN M 2mM2
Spoute’s Last Name | and Inital Spou
Member o Jackie 15-04-1968

Iconsent

ally pr papsr cophe:

2w eectronic
Especificaly request theen. | understand that OF
mal adable. |

g
‘Daoes form: and

If you have any questions or need assistance, please reach out to us at (416) 681-6100 or
toll free at 1-800-637-0024. You can also send us an email to employerservice@optrust.com.

Classification: Public
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