
Accessing policy contracts through webcappow 
from eNotification

When you click on the link in your 
email/text notification, you will be 
directed to the Notifications page  
on webcappow.

In the Type field, select Policy 
contracts or Policy contracts release 
reminder and click SEARCH.

Note: The Policy contracts release 
reminder Type will display a list 
of policies that have not yet been 
released to the client.
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Click on either Policy contracts or 
Policy contracts release reminder 
in the Type field.

This will bring you to the  
Policy contracts tab on the  
New business page.

If this page was accessed using  
the Policy contracts Type, then  
it will default to all contracts  
within the past 45 days.

If this page was accessed using  
the Policy contracts release  
reminder Type, then it will default  
to show all contracts that have  
not been released to the client  
within the previous 45 days.
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To search for a list of policies  
with a different status, choose  
the drop-down menu beside the 
Release status field, choose a  
status and click SEARCH.

You can also access the  
Policy contracts tab directly  
from the webcappow Home page  
by clicking on Business activity g 
New business g Policy contracts.
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Accessing a specific policy contract through webcappow

Click on Client/policy search in the 
top menu.

Type the specific policy number  
into the Policy number field.

You can also do a client search  
using the last name and first name  
of a specific client.

Then click SEARCH.

When the Policy information screen 
appears, click the Contract tab.
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Overview of the Policy Contracts page in webcappow

Contracts that are ready to be sent to the client(s) will display:

•	 A VIEW button in the View contract field. Click on this button to view the contract.

•	 A START button in the Release to client field. Click on this button to release the contract to the client(s).

Contracts that have been sent to the client(s) will display:

•	 A VIEW button in the View contract field. Click on this button to view the contract.

•	� A VIEW button in the Release to client field. Click on this button to view the client(s) information, along with the  
message and documents you included when sending the contract to the client(s).

Note: The VIEW button in the View contract field will not change until both the client(s) and the advisor have signed  
the contract.
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Contracts that have been signed by both the client(s) and the advisor will display:

•	 A SIGNED button in the View contract field.  Click this button to view the signed contract.

•	� A VIEW button in the Release to client field. Click on this button to view the client information, along with the message 
and documents you included when sending the contract to the client(s).

Note for distributors (Not applicable to WFG advisors):

As a distributor, the “Release to client” column will show as “N/A” until the advisor has released the contract to  
their client(s).

Once a contract has been released to the client(s) by the advisor, you will be able to click on the VIEW button to  
access the Contract release information page. 
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