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For producer information only. Not for use with consumers or the public. 
 

 
IDI eApplication 
 
Principal® is excited to help you streamline the individual disability insurance (IDI) application 
process by providing electronic completion and signature. 

This tool is powered by Firelight, a technology of Insurance Technologies. 
 

To access the tool, click on this link and log in with your current Principal credentials. 
 

 

Advantages 

Key features of IDI eApp include: 

• Cost - There is no cost to you or your clients to use this tool. 

• States Approved - All IDI New Business applications/forms are available for all 

states. 

• Single log-on - It integrates with the log-in credentials required for Principal’s advisor 

website. Your clients will access the eApp site through a personalized email or in 

person with you.1 

• Less data entry - You only need to input information needed once and then it 

automatically floods to all fields requiring that same information. Also, you’ll complete 

fewer fields prior to submission.2 

• Flood Data from the IDI Illustration System - All applicable information that you 

have entered in the Individual DI Illustration System (DIIS) can be flooded into this 

system, so it does not have to be reentered. 

• Improved, secure customer experience - It’s completely secure and one click 

applies a client’s signature to all documents. 

 
 
 
 
 
 
 
 
 
 
 
 
 
1 Clients access their application through a personalized link and are asked to enter the last four digits of their Social Security 

Number and Birth Date. 
2 All fields need to be completed for ‘In Good Order’ requirements.

http://www.principal.com/idieapp
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Preferences 

Preferences allows you to set some basic display preferences within the eApp. 
Access the Preferences screen by clicking the button on the top menu. 

 

The Preferences page allows the ability to set your own preferences for the system. 
Entering or using the information on this page is optional. 

 
General Section: 

 

User Full Name This field defaults and cannot be changed – It is used to auto-fill 
the eSignature request 

User Email 
Address 

Enter email address – It is used to auto-fill the eSignature request 

Default 
Jurisdiction 

Use to default a State Written from the selection window when 
creating a New Application 

Default Product 
Type 

Use to default a product (Disability Income, Overhead Expense, 
Disability Buy-Out, Key Person Replacement) 

Default Time 

Zone 

Use to set a time zone which is used for timestamps 

Page Size for My 
App. List 

Select to determine how many applications will show on a page in 
the All Applications view 

Send Message 
Center Emails 

Select to send emails that go to your eApp Message Center to the 
email address listed under My Email Address 

Use Agent Email 
for all 
Communications 

This box is defaulted to checked. All communication will appear to 
be coming from the agent even if sent by a delegate. If the agent 
wants communications to appear like they are coming from the 
delegate, they will uncheck this box. 

 
Agent Section: 
This section is not used. No information will be entered here. 

 

Reviewers Section: 

This section allows for additional individuals to have access to an agent’s application after it 
has been completed by entering their name and email address. Once the information for the 
first reviewer has been entered an option to add another will be given. 

 
Note: No defaults will be set until you make changes on this screen and click the Save button. 
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User Share 
 

This provides the ability to allow others to review and work on applications for an 
agent. This section will discuss how to grant access to someone and how it works. 

 
Granting Access 

1. Make sure the appropriate email address has been entered for the user granting 
and the user receiving the user share access. Both users should check their 
Preferences to ensure the email address is correct. 

 

 

2. Go to the main page by clicking the Home button on the top banner and selecting 

the All Activities button. 
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3. On the top of the All Activities page you will have the User Share icon. 
Selecting the icon will open a pop-up titled Share My Activities, type in the 
last name of the user you are granting access to and select the Search icon. 

 

4. Select user and if they are to be granted Full Control or Read only. 
 

5. Once selected a confirmation will appear on the screen. 
 

6. An email is sent to the individual. 
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7. Once the recipient clicks the link to accept the share a confirmation screen will display. 
 

8. The person granting the request will receive a confirmation email. 
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Creating on Behalf Of 

After user share is set up, when creating an application, a prompt will appear to select 
who the application is being created on behalf of. 

If you are creating an application for an agent (i.e. they will be the one signing the 
application), you will need to create on behalf of them. 

 

 

 
View/Modify Applications 

Once the application is created, the person granting the share can view and work on the 
application (note: both the delegate and agent should not be in the application at the same 
time). 

 

To view applications that you have received access to via User Share, select the owner 
list icon. 

 

Select the Agent’s Name, All Users, or Search using the Search Box. 
 

See the All Activities section on how to select the application and update information. 
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Revoke User Share 

On the ‘All Applications’ screen, select the User Share icon. 
 

Type in the last name of the user you’d like to share with and click on the Search icon. 
 

Confirmation emails will be sent the same as when granting access. 
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Transfer Data from Illustration System 
 

Transferring data that has been entered into the illustration system is quick and easy. 
This section will go over the fields that are required and needed in order to transfer the 
data, including producer information needed, fields that must be completed and how 
to submit. 

Required Producer Information 

The following producer information is required in order to transmit your client(s) 
information to the electronic submission tool. This information will flood to the Producer 
Report. 

 

When entering producer information, the following fields are required (circled in gray):  
Producer First Name and Last Name OR the Company name - Enter the 
producer’s first and last name and/or the company name. 

State 
 

If you are transmitting the data, the following fields are also required (circled in red): 
Principal Office Number-Statement/Detail Code - This is the Principal Life 
office and code that you want to be associated to this application. These are 
usually the five-digit office number and the five-digit statement/detail code. 

Office Contact Information - While not required to transmit the data from the 

illustration to the eApp tool, it is required once you start completing the application. 
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Electronic Submission Panel 

The Electronic Submission panel is on the Reports tab. 
 

If the panel is grayed out, then check to make sure the appropriate producer information 
has been completed. 
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The Hover Help icon will state why the panel is not available. 
 

 

The Electronic Submission email address is used to notify someone if there are any 
issues with the submission of the data. This email can be set up as a default, so it does 
not need to be entered each time you submit. (See Setting Email Address Default 
section.) 

 

There is also a Hover Help that is a reminder what this field is used for. 
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To transfer the information, select the product that is being sent: 

Application Data 

o Transfers only the data to the electronic application tool 
Application Data and Illustration Reports 
o Transfers the data to the electronic application tool along with any Illustration reports 

that have been selected. 
 

 

The location of the Illustration reports within the eApp tool will be in the Documents 
section under Other Actions for that application. 
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Setting Email Address Default 

You can set up the Electronic Submission email address to automatically flood with 
an email address. 

 

On the left-hand navigation under My Tools select User Preferences. On the Options 
tab, at the bottom, there is an Electronic Submissions email field. Enter in the email 
address that you want to default and select the Done button. This will automatically 
flood the Electronic Submission email address. 

 



P a g e | 15 

 
 

 

 

 
 

Transferring Data 

Once the Electronic Submission panel has been completed you view the Print 

Preview the reports selected and then select the Transmit button at the bottom of the 

Print Preview  screen. 
 

A message pop-up will be received if transmitted successfully. Once this button is 
selected work can continue in the illustration system. This process does not lock up the 
system. 
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The Application 
 

Once you log into the application you are taken to the landing page which includes a list of 
any applications that you have started working on under the Recent Activity section. 

 

 
Building a New Application 

Note: eApp only supports the TeleApp Interview process, not the traditional application process 

 

1. Select the Application button under the Start New section: 

 
 

2. This will open the Create a New Application window: 

a. Select the Jurisdiction (written state) and the Product Type desired. 
NOTE: You must select the Jurisdiction before the available Product Types will appear. 

Available Product Types are: 

• Disability Income 

• Overhead Expense 

• Disability Buy-Out 

• Key Person Replacement 
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3. Next, select the Sales Program desired: 

 
DI – Fully Underwritten: 
DI – Retirement Security: 
DI – Simplified 
DI – Core Value Income 
Protection DI – Association 
DI – Association – Simplified 
DI – Association – DI Retirement Security 
DI – Association – Core Value Income 
Protection DI – Standard Issue 
DI – Standard Issue – DI Retirement Security 
DI – Standard Issue – Core Value Income 
Protection DI – Benefit Update 
DI – Adjustment – Reinstatement 
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4. By selecting the Sales Program this will then provide you with a list of forms. 
 

NOTE: The forms listed as Optional are only listed as optional to allow them to be selected based 

on the need for the application packet. 

 
Conditional forms are included in the application and will be triggered by the way certain questions 

are answered. This allows for these forms to be included or excluded in your application packet 

without needing to start the application build over. A sample of a conditional form would be the DI 

Authorization for One Time or Initial and Recurring Monthly EFT form and once you select the 

Monthly EFT field on question 4 and select if the form is needed, this form is now added to the 

application packet.
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5. Once the forms needed for the application packet have been selected, you can name the 
packet, so it can be identified throughout the process. Highlight the default name that 
displays and type over it. 

NOTE: It is recommended you rename the application to better manage them throughout the 
eApplication process. (i.e. John Smith – DI application) 

 

 

6. Select the Create button and the system will open the application and forms. 
 

a. If the Application Name is not updated at this time it can be updated by clicking 
on the Application Name in the upper left-hand corner. 

 



P a g e | 20 

 

 

b. A pop-up will appear that has the Application name field in an editable mode. 
Highlight the existing name, type the name wanted and click the Save icon in the 
upper right-hand corner. To exit the pop-up, click the ‘X’ in the right-hand corner. 
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Getting Started and Navigating a New Application 

• Any field highlighted in red is required (non-required fields should still be 
completed if applicable) 

• Click the orange speech bubble on the top blue banner to view pop-ups next 
to each required field, click the speech bubble again to turn off the pop-up. 

 

• Use the navigation arrows on the left and right side of screen to move between pages. 
 

• Use the Open tab on the top blue banner to jump to a specific form or page 
number 

• Any pages that are incomplete will be shown in red. 
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• The first time into a new application, the name for the Servicing Advisor will default 
to the name of the individual that signed in. If that person is not the Servicing Advisor, that 
field will need to be updated. The producer report is not visible to the client. 

• Fields that appear on multiple forms will auto flood to all forms (ex: Name). Once you 
enter or alter it on any form, it will automatically update to all forms 
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Completing the Application (each page will contain tips and reminders for successful completion)  

Producer Report Page 1 

 
 Section A: 

• Client’s name & client’s email address are required, fill in phone number if available. 
 Section B: 

• Fill in all required fields + any additional others that are applicable. 

• Field Office Contact = person Principal should contact regarding the application once 
submitted. 

 Section C: 

• Update Servicing Advisor, if applicable. 

• Enter in Advisor SSN, Principal detail code, and Commission Split for all advisors entered. 
 Section D: 

• Indicate status of the TeleApp/PTI and Labs. 

• Indicate client’s primary language (Statement of English Understanding will automatically 
pull in if answered no). 

• Check the box next to the occupation class that the illustration was ran for. 

• If a prelim was completed, it can be uploaded to the application (see section for attaching 
documents). 

 Section E: 

• Indicate special date, if desired. 

• Indicate client’s relationship to the advisor. 

• Indicate if ePolicy is desired (when approved, policy will be e-mailed to the FOC for delivery).
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Producer Report Page 2 

 

• If a multi-life discount applies, complete all applicable fields (even if they are not required). 

• Be sure to indicate which discount is being applied for under question 1. 

• If there are multiple applications being submitted at the same time, list the other client’s names in question 4. 

• Enter in the reference number in question 5. 

• Section G and Section H should only be filed out if the multi-life discount is an employer-paid group (5-
reference number). 

Producer Report Page 3 

 

• Any special notes should be listed in section I. 

• Page will be signed during signing ceremony (see directions later in document). 
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New Business Application Page 1 

 

 

• Enter in all applicable fields (required and non-required). 

• Selecting ‘No’ to the US Citizen question will pull in the Confidential Non-US Citizen questionnaire. 

• Selecting another product under question 2 will not flood in the supplemental statements -- if applying for 
multiple products, you must complete an application for each product applied for.
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New Business Application Page 2 

 

• If question 3 (Owner) is filled out, there will be a spot in the signing ceremony where the owner must sign. 

• Next to question 4 you can indicate if an EFT form is needed or not. By selecting ‘Yes’, the form will pull in to 
the packet to be completed. 

o Note: if you select Employer Paid for any percentage on question 4a, you do not have the option to 
include an EFT form. 

• If question 5 is marked ‘Yes’, only the Type of Coverage, Benefit Amount, % of Income and Replacing Yes or 
No are required. However, all fields are required by Underwriting.
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New Business Application Page 3 

• If question 6a or 6b are answered ‘Yes’, details must be provided. 

• Please enter in years in the ‘Tax Year’ row on question 6c.
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New Business Application Page 4 

 

• Select the appropriate box for the application you are completing. 

• If you select box 2 – an Authorization for Automatic Withdraw form must be fully completed or a check must be 
mailed to Principal.
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New Business Application Page 5 
 

• Signatures will be completed during the signing ceremony (see directions later in document). 

• Servicing Agent’s name will automatically flood in to the last box.
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New Business Application Page 6 

 

• Check box will be automatically checked based on what was selected on page 4.
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HIPPA form Page 1 

 

• Proposed Insured’s name and DOB will automatically flood in based on what was entered on Page 1. 

• Page will be signed during the signing ceremony (see directions later in document). 

 

Always select the Save button before closing the application. 
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Signing & Submitting the Application 

• Once the application has been completed and Continue button  (in the 
upper right-hand corner) has been selected this will start the electronic signature 
process. 

• The first step is to select to Use E-Signature or Decline E-Signature. 
 

• Select the Use E-Signature button to start the electronic signing process. 

 
o If you select Decline E-Signature, you would be expected to print 

out the application and sign with a pen. 
 

 
Note: No edits to the application or forms can be made once you select the Continue button. If you need to 
make changes at this point, you will need to decline the electronic signature request, make changes and then 
select the blue Continue button again to re-start the signing ceremony. 

 

• The E-Signature process can be completed two different ways, through an e-mail request or by signing the 
application immediately after completion. 

o The steps below will outline both options.
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Signing the application through e-mail request 

1. Once you have selected to E-Sign, a List of Required Signers is displayed based on the 
information completed in the application. If you entered in information in the Owner field, 
then you will be required to get an owner signature. 

 

2. Select the Insured button and select Send Email Request to the client: 
 

 
 
 

3. Complete any client information that has not been pre-flooded and send e-mail request. 
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4. An email is sent to the insured with a link to click on & sign the application. 
a. The email will appear it is coming from the agent. 

 
5. The client should click on the link from their e-mail and it will take them to a sign in page. 

 
6. They can get in to the application by using the last 4 digits of their SSN & their DOB or 

by using a passcode that can be sent to them in a separate e-mail 
Note: SSN & DOB must match the application, or insured will not be able to access the application 
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7. The client will be presented with 3 different actions regarding their application. 
 

▪ Select Sign Application to start the signing ceremony. 
▪ Select Contact Agent to send a message to the agent. 
▪ Select Review Documents to review the application document. 

 
8. Select Sign Application and the insured will be present with the completed documents 

that need to be reviewed & signed. 
 

 



 P a g e | 36 

Classification: Internal Use 

 

 

9. Review each application form and upon reviewing all the information and 
verifying it is correct, check the button that states: 

 

 
a. Once the box is checked, the next form to review will appear until all forms 

have been reviewed. The blue arrow on the left-hand side shows which 
form is being reviewed and the green check on the right hand shows 
which forms have been signed off on. 

10. Once all forms have been reviewed the option to Sign or Cancel is displayed. 
 

11. Insured selects the Sign button and is taken to the page to sign electronically. 
 

12. Complete the Signer Full Name (this will auto flood the signing pad). 
a. The client can also sign using a stylus or computer mouse by signing directly in the yellow box. 

13. Enter in the signing City. 
14. The state should automatically flood in but can be changed. 

Note: The application form number and the signature state must match. 

15. Today's Date is automatically flooded and cannot not be changed. 
16. Select I Consent (selecting I Decline will end the signing process & agent will be notified). 
17. Once completed, the insured will receive a pop up letting them know their part is complete.  
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18. The agent will also receive an email once the client signs the application. 

 

 
19. Agent can click on the link to sign in to the eApp system. 
20. Select the blue continue button to be taken to the signing page. 
21. Select the Agent button under List of Required Signers. 

 
 
 
 
 
 
 
 
 
 
 

 

 
22. The agent will need to review each page (just as the client did). 
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23. Once all forms are reviewed the Agent On-Site Electronic Signature page will appear. 
24. The Agent Full Name, Agent ID, State, and Today’s Date should automatically flood in. 
25. Agent should enter in the City they are signing in. 
26. Select I Consent to confirm signature. 

27. Agent will be taken back to the application where the blue continue button can be selected. 
a. Depending on which agency the application is being submitted through will determine if 

you are required to have a reviewer or not (if you are not required, you can still send to a 
reviewer if you wish). 

28. This will bring up the Electronic Review window (if required). This allows the application to be 
sent to individuals that you choose to review before submitting to Principal. 

a. This would be your field office contact at the BGA you are submitting through, an office 

manager, an assistant, etc. 

b. You should work with your agency prior to submission to determine who your reviewer 
should be. 

 
Sending Application to a Reviewer 

1. The Electronic Review page will display a Send Request To Reviewer(s) button to select. 
If a reviewer is required, the Decline E-Review will be grayed out. 

 
2. Select Send Request To Reviewer(s) and a pop-up will appear. 
3. If you already have a reviewer saved in your preferences, their name will flood in to this 

screen. If you do not have a reviewer saved, you can enter in their name and email address 
here. 

4. Check the box next to the reviewers necessary and click Send Email Request. 

 
 

1. An email will be sent to the reviewer(s) with a link to the application.
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Classification: Internal Use 

 

 

a. A separate email will be sent to them with the passcode to access the 
application. 

 

 
 

  6. The reviewer should click on the link to the application and enter in the passcode they received. 
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7. Once the reviewer has accessed the system they will have the following options: 

• View Application: allows the reviewer to download, save, and/or print the application. 

• View Additional Documents: allows the reviewer to view documents attached. 

o If no documents were attached, a blank screen will show if this button is clicked. 
• Approve Application allows the reviewer to: 

o Approve the application electronically and send it to Principal. 
o Reject the application and send it back to the agent to make changes. 

▪ Note: when rejected, the agent, client, and owner’s signatures will be 
removed from the application. changes can be made, and the 
application will need to be resigned. 

• Email Agent: allows the reviewer to send a question/message to the agent via email. 
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8. If documents need to be attached, the reviewer will click on the Upload Documents 
button and a box will appear to choose a document to attach. 

a. Select Choose File, locate the document to attach. 
 

 

b. Click on Upload. 
 

 
 

9. Once Approve is selected, the reviewer can view each page of the application by 
clicking on the arrow on the right side of the screen. The reviewer will have the ability 
to reject or approve the application or upload documents. 
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10. If approved, the reviewer will complete the Signer Full Name and the City and select I 

Consent button. The application will then be submitted to Principal Life. 
NOTE: the reviewer is not actually signing anything on the application. 

 

11. A confirmation dialogue box will appear asking if the application is ready for submission. 
12. Select Yes if you are ready to submit or No if you are not. 

 

 
 

13. Once Yes is selected, the application will be submitted and will show as Complete in the 
activity list. 
 

 

 
 

If a reviewer is not required: 
1. Agent can select the Decline E-Review button. 

2. The confirmation dialogue will appear asking if you are ready to submit (select yes or no). 
3. Once Yes is selected, the application will be submitted and will show as Complete in the 

activity list.
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Signing the application immediately through sign now 

• This is to be used if you and the client are physically together and ready to sign the 
application. 

 
1. Select the Insured and Sign Now. 
2. The Insured/Owner (if applicable) will be prompted to manually enter the blank fields to 

verify who they are. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Verified button - Will verify the information matches the application and allow you 
to proceed. 

o Cancel button - Returns user to the prior screen. 
 

3. All forms will need to be verified (just as in the directions for signing through e-mail request). 

4. Once all forms are verified, the insured should select the Sign button to enter in their Name 
and signing City, then select I Consent to complete the signing process. 

5. You will be taken back to the Signatures page for the agent to sign. 

6. Select the Agent button. 
7. All forms will need to be verified (just as the client did). 
8. Once all forms are verified, agent should select the Sign button to enter in their signing City 

then select I Consent to complete the signing process. 

9. Select the blue continue button to complete the submission process. 
a. View steps above for sending application to a reviewer if applicable or if a 

reviewer is not required, the application can be submitted (see steps above). 
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Sending to Client to Fill Application 

• This is available if you need the client to complete some application questions. 

• No information is required to be entered in to the application to do this process however 
you will need to know the client’s name, email address, last 4 of SSN, and DOB. 

 
1. In the Take Action drop down select ‘Request Client to Fill App’. 

 
2. The request screen will appear for the client’s name, email address, last 4 of SSN, and 

DOB to be entered in. 
3. Once completed click on ‘Send Email Request’ button which will generate an e-mail to 

the client. 

 
4. The client will receive an email with a link to the application as well as a separate email 

with a passcode. 
a. The client can log in to the application either using the passcode or log in with the 

last 4 of their SSN & DOB (must match what the agent entered). 
5. The client will be taken to the application where they can enter in all known fields. 

a. They are able to attach documents during this stage as well using the button in the 
blue task bar. 

6. When the client is done filling out the necessary sections, they should select the 
‘Complete/Log Off’ button in the blue task bar.
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7. They will be prompted with a pop up to select either submit and logoff or save – finish later. 
a. If they are done with the application, they should submit and logoff. 
b. If they need more time to complete the application, they should save – finish later. 

8. Once they select submit and logoff the agent will receive an email letting them know the 

client fill portion of the application has been updated. 
9. The agent can log back in to eApp and finish the rest of the application before sending 

back to the client for signatures. 

 
Sending to Client to Fill and Sign Application 

• This is available if you need the client to complete some application as well as sign the 
application all at once. 

• In order for this to be available, the producer report must be fully completed, the client’s DOB 
& SSN must be entered in, and the Owner question (question 3, page 2) on part A must be 
completed. 

o Other questions can be completed as well, but these are the only required 
pages/questions. 

1. Once the necessary forms/questions are completed, click the take action drop down and 

select ‘Request Client to Fill & Sign’. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The request screen will appear with the necessary info already filled in. 
3. Click on ‘Send Email’ button which will generate an e-mail to the client. 
4. The client will receive an email with a link to the application as well as a separate email 

with a passcode. 
a. The client can log in to the application either using the passcode or log in with the 

last 4 of their SSN & DOB (must match what the agent entered).
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5. The client will be taken to the application where they can enter in all required fields. 
a. They are able to attach documents during this stage as well using the button in the 

blue task bar. 
6. Once all required fields are completed the client can start the signature process. 

7. They will be prompted with a warning that once the signature process begins the 
application will be locked from further edits. 

 
8. The client will now be able to sign the application. 
9. Once they complete the signature process, the agent will receive an email letting them 

know the client has completed their portion of the application. 
10. The agent can log back in to eApp through the link in the email and complete their 

signing process. 

 
Attaching Documents 

To attach additional documents to an application: 

 
1. Select Other Actions and then select Documents. 
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2. Then select the Document Type, select a PDF document to upload and select Upload. 
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All Activities 

The All Activities button, when selected, displays a list of the applications you have created or 
been given access. This is where the applications can be viewed and managed. 

 

When on the main page, click on the All Activities button to access the applications. 
 

When selected the applications appear: 
 

o Use the View button to see the entire application. 
o Depending on the status of the application, you can see what requests have been 

made or re-send requests if necessary (if this is grayed out, there are no requests 
on this application). 

o Use the Delete button to delete an application. You will receive a prompt to verify 
that you wish to delete the application. This can only be used to delete the 
application from the tool. 

o Use the Copy button to create a new application that is a copy of that application 
(including data) You can re-name the copied application. 

o Click on the View History link to see a complete history of the application. 


