CIGNA ENVOY

Registration and User Guide




USER GUIDE

Registration

To register for Cigna Envoy, from your web browser navigate to www.CignaEnvoy.com and select
“] have not registered yet”.
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Registration

Enter your nine-digit Cigna membership number into the “Cigna ID” field.

Enter the first 9
digits of your Cigna
membership ID. This
numbers consist of
11 digits in total but
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Secure online account access is a few steps away. It will just take a minute!

Note: First, be sure b e y 3
Don't have a Cigna 1D Card?

Piease enter the Tirst nine cigns of your Cigna 1DV,

Cignaio s [essaros ?

please do not enter
the last two digits (i.e
01, 02, etc)

Then click
“Register” to
proceed to
next step



Registration

Enter your personal information from your membership card. Once all information is entered click the

“Register” button to proceed.

Please ensure that your personal
details are entered exactly as shown
on your Cigna ID card
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when entering the

security code - this
is case sensitive

Then click
“Register” to
proceed to
next step



Registration

Once all information has been entered correctly, the system will generate a unique secure PIN number.
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for the next stage of
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Registration

Enter your Cigna ID and unique PIN number (from previous screen) into the required fields. Once all
information is entered correctly click the “Login” button to proceed.
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Registration

You are now asked to choose security questions for your account. If ever you forget your password,
you can answer these questions to gain access to the site. Once all information is entered click the

“Continue” to proceed.

Click on the drop-
down box to choose
your questions, and
enter your answers

Enter your

email address
(business or
personal)
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Click “Continue”
to proceed




Registration

You can now create your own password. Once all information is entered correctly click the “Continue”

to proceed.

Enter your own

personal password,

then re-enter to
confirm

Registration

banve

p e
==="1bienvenue "
welco

o e . ‘
_p:gngemda ot |

¥ ¥

New Password

Re-type New Pasyword

Thp: The purowent yoa ented ANculd EONLIT 3 MNAT O LOD £ 758 ITef S0 Knast £ ik IOeT. orst PUrrEss A D 3% Mt expfil CRaraeters &

Please take note
of password
requirements

Click “Continue”
to proceed



Registration

Please read Terms and Conditions and tick the corresponding boxes to accept.

Mandatory Messages

Cignalinvoy com Wedime - Terms of Ure

e Torms and Condibon

Please read

the mandatory
messages and Terms
and Conditions, and
click “l accept” in
each area

Click
“Continue” to
proceed




Registration

Congratulations! You have now registered for Cigna Envoy.
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USER GUIDE
Submit a New Claim

How to submit a new claim through Envoy.

Click on the “My
Claims” drop-
down box, then
“Submit a New

WELCOME TO Claim” to proceed
ENVOY

YOUR H A(leH PLAN & WELL-
BEING INFORMA H

ON HUB




Submit a New Claim

This screen will show active members under your policy together with your contact information. You can
edit any of this if necessary. You can also request that a new family member is added to your policy.
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You can edit your ssosiom -
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Mobile Phone Number E— family member is
or Email Address by ADD A NEW FANALY MEMBER added to your policy,

clicking on the “Edit”
function next to the
appropriate field

click on “Add a New
Family Member”
and complete the
appropriate fields

Click “Continue”
to proceed




Submit a New Claim

For each new claim, please tell us which family member it relates to.

From the list, select
the family member
that the claim
relates to.

You will now be
asked for additional
information relating
to this claim

Click *“Continue”
to proceed




Submit a New Claim

Please complete each section fully and accurately.

Enter the medical
diagnosis or reason
for treatment here

Do you have
insurance with
another provider?
Click “Yes” or Are ou shginie foe ol 0 porut

PEMDUrLEMant fof Ehete SEpENLEY from

nNou het’e ARG ST

Diagnosiv Symproms:”

Payment To

Browse your device
and upload your
claim invoices and
documentation here

Who would you like
us to pay? You, or
directly to the service
provider

Click “Continue”
to proceed



Submit a New Claim

You will now move on to the “Payment Details” screen.

Click drop-down box to choose you
preferred payment method (cheque,
bank transfer or e-Payment Plus)

Complete Your Claim

Click drop-down

b:-):f::rzzooase;git If you wish to be paid
p pay by chegue and have

currenc ¢ cor @ —
y “'“:”’ - ¢ - not already updated
ating Aceress rest e your address, click
— “Edit” here to make

these changes

Click “Continue”
to proceed




Submit a New Claim

Input your Bank Details.

If you select bank transfer or ePayment
Plus as your payment option, you will be
asked for your bank details here

Please check all
details and click
“Submit”.

These bank details
will be stored in your
account. You will

not have to re-enter
these with each claim
submission. You can
also save multiple
bank accounts



Submit a New Claim

Check and confirm your payment instructions.

Please check

all payment
details and click
“Continue”



Submit a New Claim

Accept the terms and click “Continue” to confirm the legal disclaimer.
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B Click “Continue”

to proceed
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Submit a New Claim

Review your submission and check that all information is correct.

Contact information Ean

Mame
Cagna 1D
Emad Acdress

Maikng Adgress

Claim Detalls gaa
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1 T TEAT dlaneties

Payment Details gan

Name of Account Holoer

Please review all
information and if
you are happy with
your submission, click
“Submit”




Submit a New Claim

Congratulations! Your claim has now been submitted.

Submit/Complete a Claim

0 TRank you, your onling claim has Deen Submitted with the Submission # 100223001




USER GUIDE
Check your Claim Status

How to check status of existing claims.

¢ Cigna. Click on “My

Claims”

-
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Check your Claim Status

“My Claims” shows you the status of all recently submitted claims. You can narrow down the search results
by using the filters available..

To review by a specific
claim type, use the
drop down “Filter”
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the “From” and “To”
fields P




USER GUIDE
Find your Policy Documents

Your policy and claim forms can be located in your “My Documents” section under “My Account”.

Your policy
documents and
claim forms can be

located by selecting
SSESAHONQ “My Account”

and then “My
Documents”

FIND THE ANSWER QUICKLY




Find your Policy Documents

You can access your policy booklet, claim form and other useful information.

}f Cigna.

My Plans . v My Account v Haalith & Well-Daing - Find Health Care

Hello TV

My Documents

¥ YOUR MEMBER BOOKLET

Your policy
documents,
claim forms and
Certificate of
Insurance are
located here




USER GUIDE
Find a Health Care Facility

To find health care locate providers within the Cigna network.

QUESTION?

FIND THE ANSWER QUICKLY

You can locate a health care provider

near your location by selecting either Or “Search for a Health Care Professional or
“Find Health Care” here Facility” here



Find a Health Care Facility

Enter location and/or country.

My PLans

My Account ~ Heanth & Weik-Being

Hello T

You can find a health
care provider near your

Find Health Care Professional or Facility

YOUR "GO-TO" SOURCE FOR
YOUR HEALTH PLAN AND
WELL-BEING INFORMATION.

location using a street
address, city, country,
landmark or nearby
business

Or by
selecting a
country here




Find a Health Care Facility

Once location is entered, choose a maximum distance.

Hasth A Well-Being

Find Health Care Professional or Facility

YOUR "GO-TO" SOURCE FOR
YOUR HEALTH PLAN AND
WELL-BEING INFORMATION.

Choose from a pre-set Ihen'::lick
list of distances, either GO!” to
proceed

in miles or kilometres




Find a Health Care Facility

Choose type of facility, speciality or doctor’s name.

HeaNh & Well-Being =

Find Health Care Professional or Facility

YOUR "GO-TO" SOURCE FOR
YOUR HEALTH PLAN AND
WELL-BEING INFORMATION.

Choose from the
drop down list
of facilities or
speciality




Find a Health Care Facility

The results of your search will be displayed.

The corresponding letter for each search
result is shown on the map
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CIGNA
Assistance

If you require any assistance regarding using Cigna Envoy please contact us.

INTERNATIONAL HELPLINE
+44 1475 492197

ASIA POLICY HELPLINE
+44 1475 551441

MIDDLE EAST POLICY HELPLINE
+44 1475 788618
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