
C IGNA’s administrative services significantly reduce the workload of the 

benefits manager and benefits staff by handling the many tasks necessary 

to provide a successful benefits program. This includes employee education

and communications; online, telephonic and paper-based enrollment; billing

and payment administration; and beneficiary designation management.

CIGNA makes it easy.
Comprehensive Administrative Services.

Ask Yourself
■ Does your benefits staff have a trusted resource to help manage the 

administrative burden of its benefits program?

■ Does your company have several enrollment options available to make 
enrollment as easy as possible?

Enrollment Options
Online

■ Online enrollment capabilities allow 

employers to conduct initial and ongoing

enrollment as well as make post-enrollment

changes — such as life status and beneficiary

designations — online

• Convenient and easily accessible on the 

internet — available 24 hours, 7 days per week

• CIGNA provides employees with a personal 

ID and password to ensure secure 

online access

• Beneficiary and medical underwriting forms 

may be submitted electronically or through 

paper form

• Electronic signatures accepted for medical 

underwriting and beneficiary designations

■ Online forms are available to employers 

who cannot provide eligibility feeds, as an

alternative to online enrollment

■ Forms can be filled out electronically, printed,

signed and then given to the employer

Telephonic

■ Automated interactive voice response (IVR) 

system is available 24 hours, 7 days per week 

to support initial enrollment

■ Employee can enroll with the assistance of 

a customer service representative during 

business hours

■ CIGNA provides employees with a Personal

Identification Number (PIN) to ensure secure

telephonic access

■ Beneficiary and medical underwriting process

requires submission of a paper form

Paper

■ Personalized applications are produced by 

CIGNA using an electronic eligibility data 

file provided by the employer

■ Employee mails completed personalized 

paper application directly to the Customer 

Service Center for processing

■ Generic applications are available for 

new hires and for employers who cannot 

provide electronic eligibility data

Enrollment
Communication 
Options Available:

•  Toll-free access 
to knowledgeable
customer service 
representatives

•  Enrollment kits for 
voluntary products

•  Enrollment meetings
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Some of the features and services listed may require a premium adjustment. 

CIGNA Group Insurance products and services are provided by underwriting subsidiaries of
CIGNA Corporation, including Life Insurance Company of North America and CIGNA Life
Insurance Company of New York. “CIGNA” and “CIGNA Group Insurance” are registered 
service marks and are used to refer to the above subsidiaries.

Billing and Remittance Options
Online

■ Our preferred method — Employers receive one

online bill with all rate and coverage information

for easier, direct access to their billing information.

Employers have the option to pay the group bill

online (via ACH/EFT) or by check

■ Employers who receive list bills are sent billing 

data via tape, disk, or via data transmission using

nationally recognized standard formats. This 

electronic premium statement includes a list of 

all employees insured for coverage

■ Employers can submit the premium payment 

for all benefits in a single, monthly electronic 

transmission or by check

Paper

■ Paper invoices in our standard layout are also 

provided to employers who prefer this method.

Premium may be remitted through check

Beneficiary Designation Management
■ When it’s time to pay the claim, it’s not always

clear who the beneficiary is, particularly if the

insured has filed any change of beneficiary forms

due to changes in marital or dependent status. 

We can take the hassle out of employers’ hands to

make sure that the correct beneficiaries receive the

correct claims payment in a timely manner.

Providing benefit 
cost solutions

Taking care 
of employees

Easy to do 
business with

You can trust CIGNA to deliver.


