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Getting Started 
 
iGo Electronic Applications are available for the Living Promise product. 
 
You may access the Living Promise electronic application through Mutual of 
Omaha’s SPA site.  The application is available through the Life Quotes link or 
the I-Go Electronic Applications link. 
 
First you will sign in with your User ID and Password. 
 

 
 
 

 
Brokers - Select Sales Tools  
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Select iGO Electronic Applications 
 
 

 
 
 
Click on the Start New Case button to begin a new case orr 
Click on the View My Cases button to access applications already started. 
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Start New Case 
 
 
The Case Information tab displays.  The screen is divided into three areas: 

• Proposed Insured 
• Case Description 
• Carrier Product 

 
Navigation tip:  Use the tab key to advance field-to-field.  Yellow fields are 
required fields and must be completed. Type the first letter of the variable name 
when the field is a drop-down list of values.  When entering a State, the fields 
may display either the entire state name or the state’s two-digit postal code.   
 

 
 
When all the required fields are complete, the Find Available Products button is 
enabled. 
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The products meeting the state and product type search criteria appear at the 
bottom of the screen.  Click on the Select button adjacent to the desired product. 
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View My Cases 
 
The View My Cases button is used to return to applications already in progress 
or to check on the status of the electronic signature process under the Alerts 
section.  
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Alerts 
 
Alerting capabilities have been built around predefined case actions and events 
within iGO e-App. In the instance a particular action or event occurs, an alert icon 
will display with the corresponding case records, and the case will automatically 
shift upward into the new Alerts section of the dashboard. Users may view the 
alert message by hovering over the orange alert icon. An alert will automatically 
clear when an event or action occurs that renders it invalid. Additionally, users 
may choose to manually clear an alert if desired. Once all alerts associated with 
a case have been cleared, the case will return to the Cases section of the 
dashboard. In the event more than one alert has triggered for a particular case, 
the alerts will stack one on top of the other as pictured below.  
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Available Alert Messages 
 
Alert messages notify users of various activities associated with their cases 
giving them the opportunity to proactively engage with their clients.  
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Case Actions Drop Down 
 
Every case in iGO will now display a Case Action drop down menu containing 
available actions for that case. Available actions are determined by the status the 
case is currently in.  
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View Forms PDF Icon 
 
Users may now view the PDF associated with the case directly from the My 
Cases Dashboard or the Case Details page. Upon clicking the PDF icon button 
corresponding to an individual case, all completed information for that case will 
map to the forms and display in a pop-up window.  
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Case Details Page 
 
The Case Details page can be accessed via a link located on the My Cases Dashboard. 
This page provides an overview of an individual case including a Case Summary, 
Activity, History, e-Signature Status, and any Alerts pertaining to that case.  
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Re-Send Email Tool 
Users may easily and conveniently view the e-Signature details for an individual case on 
the Case Details Screen. A record will appear for each individual that has been sent an e-
Signature email. The user may view the name of the party required to e-Sign, their 
signing role, and the information they must authenticate with to access the e-Signature 
information online. Additionally, a resend button will display next to all individuals 
eligible to receive emails.  
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Searching for Cases 
 
To quickly locate an application, enter the applicant’s name in the First, Middle or 
Last Name field and click the Search button. 
 

 
 
 
To make changes or continue an application, find the applicant in the list of 
applicants and click on the applicant’s name 
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Case Information screen 
 
The Case Information and the Application tabs appear.  Click on the Application 
tab to navigate to the application. 
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Primary Insured screen 
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Navigation Tips 

Navigation Window   

 
 
The left navigation window is used as a screen-to-screen guide.  As each screen 
is completed successfully, the red question mark is replaced by a green check 
mark.  The check mark indicates the screen is In Good Order (iGO).  All screens 
must be in good order to electronically sign and submit the application. 
 
To be in good order, all required (yellow) fields must be completed and all 
screens must contain a green check mark. 
 
The screens listed in the navigation window are the required screens for this 
case.  If additional screens become required because of other information 
entered, more screens will display in the window.   
 
You will be guided to the next screen in the order they appear, but if during the 
interview process you find out information that does not follow the pre-defined 
sequence, click on the screen name to go directly to that screen.  
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Additional Questions 
Depending on the answer to a question, more questions may appear.  For 
example, if the answer to the question, “Does the insured have a driver’s 
license?” is Yes, more information is required. 
 
If the insured is not the owner, more screens will appear in the navigation window 
asking for information for the owner. 

Save and Return Later 
If at any time you need to leave the application and return at a later time to finish, 
click on the Save button in the upper right-hand area of the screen.  Once 
information is saved, you can sign out and finish the application later. 
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View the Application 
You may view the application at any time during the interview process.  The 
forms required for the state where the primary insured reside appear with 
information that’s been entered on the screens. 
 
Click on the View Form button.  A PDF form of the application appears. 
 

 
 

Social Security Number 
The Proposed Insured’s Social Security number is important.  The last four digits 
of this number are used to access the application for the e-mail electronic 
signature.  Without this number, the Proposed Insured will not be able to view or 
e-sign the electronic application. 
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Primary Insured, Contd. screen 
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Owner screen 
 

 
 
 
If the owner is different from the Proposed Insured, the Owner screen will 
generate. 
 
The owner may be an individual, employer or trust.  Different fields appear 
depending on the type of owner. 

 
Enter the Owner’s name and identifying information.  If the owner is a business, 
the authorized officer’s name must be entered.  If the owner is a trust, a trustee’s 
name must be entered.  This information must contain the name of the individual 
who will sign the application.  If the business or trust requires more than one 
signer then they cannot e-sign.  They must Print and Wet sign in order to submit 
the application. 

Page 22 of 44 



Underwriting screens 
 
The Underwriting 1 and  2 screens correlate to the Living Promise application. 
 Answer the questions as they pertain to the Proposed Insured.  If you answer 
any one question Yes, a comment box will be displayed to enter in additional 
information but it is not required.   
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Underwriting 1 screen 
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Underwriting 2 screen 
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Living Promise Eligibility screen 
 
 

 

 
If any of the questions on the Underwriting 1 screen is answered  “Yes”, the 
Living Promise Eligibility screen will appear in the left navigation window. 
 
If any of the questions on the Underwriting 2 screen is answered “Yes” and the 
application is in the state of AR,MT,NC,WA, the Living Promise Eligibility screen 
will appear.  The Graded Benefit product is not available in these states. 
 
If any of the questions on the Underwriting 2 screen is answered “Yes and the 
insured is greater than age 80, the Living Promise Eligibility screen will appear. 
 
You may continue with the application or change to a different product. The 
information regarding the Proposed Insured will not need to be re-entered. 
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 Beneficiaries screen 
 

 
 
The insured may have up to 10 primary beneficiaries and 10 contingent 
beneficiaries.  Click on the yellow row to add a beneficiary. 
 
The percentage share of all beneficiaries must equal 100% to be in good order 

 
 

Page 27 of 44 



Individual Beneficiary 
 

 
 

Click on the radio button for either an “Individual” beneficiary or “Not an 
individual”.   
 
If the beneficiary is to be the insured’s children shared equally, use the “Not an 
Individual” option and enter “Children of the Insured” in the Name field.   
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Not an Individual Beneficiary 
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Plan Information screen 
 

  
 

 
If the UW1 or UW2 screens are not viewed the Plan Information screen will 
show the Plan drop down field.  You can select Level Benefit or Graded 
Benefit. 
 
Once the UW1 and UW2 screens are answered the Plan will revalidate based 
upon how the questions were answered.  
 
Level Benefit has the option of the Accidental Death Benefit Rider (ADBR).  
The face amount will always be the same as the Amount of Insurance. 
 
Graded Benefit does not have any optional riders.
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Rules: 
• Answer atleast one question on UW1 screen ‘Yes’, not eligible for 

coverage.  Plan will be prepopulated and disabled to Level Benefit. 
• Answer atleast one question on UW2 screen ‘Yes’ , only eligible for 

Graded Benefit.  Plan will be prepopulated and disabled to Graded.  
Except in the states of AR,MT,NC,WA and if the insured is over age 80 
then Graded is not available and the plan will show Level Benefit. 
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Premium Payment screen 
 
 

 
 
Enter the Recurring Mode for the Recurring Premium Payment and then the 
Initial Premium Payment. 
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If the Premium Mode selected is Annual, Semi-Annual or Quarterly, the first 
payment will need to be collected upon delivery of the policy.   
 
If the Premium Mode is Monthly Bank Draft, the first payment will be deducted 
via Electronic Funds Transfer (EFT) from the client’s account on the day the 
policy is placed in force.   
 
If the Premium Mode is Credit Card, the first payment will be charged when 
the policy is ready to be placed by Underwriting.  Submitting of the Credit 
Card transaction on iGO does not put a hold on the Credit Card account.  If 
Credit Card is selected Wet Signature is not available.   The amount charged 
to the Credit Card will be a full modal premium amount based upon the 
subsequent premium mode. 

 
a. If Monthly Bank Draft is selected the Bank Service Plan screen is 

added to the navigation window. 
b. If Credit Card is selected the Credit Card pop up window is 

displayed allowing the producer to enter the Credit Card information 
in a secure environment. 

c. The TIA form is not included in this process, as money should not 
be collected at this time. 

 
All fields must be entered and selected before the ‘Enter Credit Card’ button 
is enabled allowing you to enter the Credit Card information.  The Premium 
Payment screen will not be ingoodorder until the Credit Card information has 
been entered and submitted.  Paying your premium by Credit Card is only 
available for the initial premium.  The renewal premium can be Direct Bill or 
Bank Service Plan.   
 

 

Page 33 of 44 



Credit Card pop up 
 

 
 
The Premium Amount and Cardholder’s Name and Address is prepopulated with 
what was selected or entered on the Premium Payment screen.  If you need to 
change this information, click on ‘Cancel’ and go back to the Premium Payment 
screen and change the payor in the Payor drop down field.  If the prepopulated 
address is not the same as the billing statement address, delete the address and 
enter in the correct billing statement address.  Then click on the ‘Enter Credit 
Card’ button and enter in the required fields.  When ‘Submit’ is selected the 
transaction is sent.   
 
NOTE:  If the Cardholder’s Address does not match the address on the Credit 
Card statement this could cause a delay in issuing the policy. 
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Credit Card  
 
When the Credit Card transaction is submitted you will get a ‘Your Credit Card 
information was successfully entered’ message on the Premium Payment 
screen.  If you do not get this message, try entering your Credit Card information 
again or select a different Initial Premium Payment Mode. 
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Bank Service Plan screen 
 

 
 

This screen is generated when the premium mode selected on the Premium 
Payment screen is Monthly Bank Draft. 
 
If the name of the person paying the premiums is “Other”, the application cannot 
be electronically signed and submitted.  Select “Print and Wet Sign” as the 
Signature Method.  If Credit Card was selected as the Initial Premium Payment 
method then ‘Other’ will not be an option for the payor. 
 
The Payor, Name on Account, Account Holder SSN/TIN and Amounted Quoted  
field is prepopulated with what was entered on the Premium Payment screen.  In 
order to change this information you will need to return to the Premium Payment 
screen to make your changes.   
 
The initial entry of the account and routing numbers are hidden from view while 
you enter the numbers again to guard against an entry error. If the numbers do 
not match, both numbers must be re-entered. 
 
Debit or Credit Card numbers cannot be accepted.   
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Premium Payment screen – Conditional Receipt 
If credit card or bank service plan is selected as the initial premium payment mode the 
Conditional Receipt question will be displayed.  If yes, a button will be displayed to view 
an unmapped conditional receipt form. 
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Other Coverage Information screen 
 

 
 
Clicking on the yellow row to enter policy information will generate the Existing 
Insurance Details window for additional information.  Enter as many policies as 
needed by clicking on the “Click here to add” row for each additional policy. 
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Other Coverage Information, Contd. screen 
 

 
 
 
The Other Coverage Information Cont’d screen will not appear if there are no 
policies being replaced.  The questions may be different depending on the State 
form.   
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Producer Statement screen 

 
 
• If an Agency producer logs on, the Division Office Name will display.  This 

cannot be edited. 
• If an IDN producer logs on through Sales Professional Access (SPA), a drop-

down list will display to select the General Agent.   
• If an IDN producer logs on through a Marketers site, the Marketer information 

will not be available.  Enter the name of the top level marketer in the General 
Agent Name field.  For faster processing, enter the top level marketer 
producer’s number. 

 
The Producer’s information populates based on the logon ID entered and may be 
edited. 

 
Commissions may be shared.  The Primary Producer’s percentage split must be 
entered.  The Second Producer is not included in the electronic signature 
process. 

 
 
Additional comments appear on the overflow page with the application. 
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Producer Statement, Contd. screen 
 
 

 
 
If this application is to be electronically signed, the required forms will be 
presented to the insured in the signature process. 
 
The the last two questions and texbox will display on the Producer Report.   
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 Validate and Lock Data 
 

 
 
When all screens have the green check mark, the application is in good order 
and can be locked.  Locking the application ensures that information cannot be 
changed from this point forward.  The application can be unlocked if information 
needs to be updated. 
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Application Not in Good Order 
 
If the application is not in good order, one or more of the screens in the 
navigation window will contain a red question mark. 
 
Click on the “Return to Incomplete Sections of the Application” button to 
complete the screen. 
 

 
 
If the application is as complete as it can be and more information needs to be 
added to the application in pen and ink, the application can be printed for wet 
signature. 
 
Click on the “Additional forms” button to access the state-required materials that 
must be given to the Proposed Insured at the time of application, i.e., Buyer’s 
Guide, Fair Credit Act, and Summary of Rights. 
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Application in Good Order and Locked 
 
 

 
 
Once the application is in good order and locked, it can be unlocked.  If 
signatures were already obtained electronically, they will need to be gathered 
again. 
 
For Signature Methods, please see the E-Signature Methods User Guide. 
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