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USER GUIDE
Registration
To register for Cigna Envoy, from your web browser navigate to www.CignaEnvoy.com and select          
“Register Now”.

Click this option



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

Then click 
“Register” to 
proceed to 
next step

Enter the first 9 
digits of your Cigna 
membership ID. This 
numbers consist of 
11 digits in total but 
please do not enter 
the last two digits (i.e 
01, 02, etc)



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

“Policy Holder” is 
the name of your 
employer

Then click 
“Register” to 
proceed to 
next step

Please use care 
when entering the 
security code – this 
is case sensitive

85004121401

SHELL

Member No:

Policy Holder:
Member Name:



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

Please take a note 
of this number as 
this will be required 
for the next stage of 
registration

Click the “Continue 
to Login” button to 
move forward



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.

Please remember to 
use only the first 9 
digits of your Cigna 
membership ID Click “Login” to 

continue



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

Click “Continue” 
to proceed

Enter your 
email address 
(business or 
personal)



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

Click “Continue” 
to proceed

Please take note 
of password 
requirements



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

Please read 
the mandatory 
messages and Terms 
and Conditions, and 
click “I accept” in 
each area

Click 
“Continue” to 
proceed



Registration
Congratulations! You have now registered for Cigna Envoy.
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Submit a New Claim
How to submit a new claim through Envoy.

Click “Submit a 
New Claim” to 
proceed



To request that a new 
family member is 
added to your policy, 
click on “Add a New 
Family Member” 
and complete the 
appropriate fields

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.

You can edit your 
Mailing Address, 
Work Phone Number, 
Mobile Phone Number 
or Email Address by 
clicking on the “Edit” 
function next to the 
appropriate field

Click “Continue” 
to proceed



Submit a New Claim
Select the member that the claim applies to.

Tick the box with the 
appropriate member 
that the claim applies 
to



Submit a New Claim
Please complete each section fully and accurately. All mandatory fields will need to be completed.

Enter the country 
where your treatment 
took place

Select whether 
your treatment was 
in-patient or out-
patient and enter 
the appropriate 
dates

Here you can tell us 
about the Diagnosis/
Symptoms

If you are unsure 
what is required 
click the “i” for 
helpful tips

You can also upload 
any supporting 
documents for the 
claim here

Click “Continue” 
to proceed



Submit a New Claim
You will now move on to the “Payment Details” screen.

If you wish to pay 
with the bank 
details you have 
previously added 
click “Continue”

If you wish to pay 
with another bank 
which you already 
have set up, click 
“Select bank 
details”. Please 
see next page for 
details

If you wish to pay with a new bank, 
click “Add new bank details”

If you wish to be 
paid by cheque, 
click “cheque” and 
ensure your address 
is correct



Submit a New Claim
If you selected “Select bank details”, you will see a list of all available banks.

You have the option to 
delete a bank

If you find your 
selected bank 
click “Use this 
account”



Submit a New Claim
If you selected “Add new bank details”, you will see the below screen.

Please check 
your details are 
correct and click 
“Continue”

Enter the country 
where your bank is 
located

The currency will automatically populate 
based on the country account selected



Submit a New Claim
Here you can enter your bank name and address.

 Enter your name as it is shown on your bank account

Enter the bank 
name

Enter the bank 
address

Please check your 
bank details are 
correct and click 
“Continue”



Submit a New Claim
Please enter your bank account details.

Enter your bank account details.

If you are unsure 
what is required 
click the “i” for 
helpful tips

Please check your 
bank details are 
correct and click 
“Continue”



Submit a New Claim
Review your submission and check that all information is correct.

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

If you need to change 
any information 
select “Edit”



Submit a New Claim
Review your submission and check that all information is correct.

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



Submit a New Claim
Accept the terms and click “Continue” to confirm the legal disclaimer.

Click “Continue” 
to proceed

Please read 
and agree to 
the legal terms



Submit a New Claim
Review your submission and check that all information is correct.

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

Click “Edit” if you 
wish to make any 
changes



Submit a New Claim
Congratulations! Your claim has now been submitted.
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Check your Claim Status
How to check status of existing claims.

Click on 
“Claims”



Check your Claim Status
“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 by”

To review by a 
specific time frame, 
use the drop-down 
“Within”

To review by a 
specific date range, 
select the dates in 
the “Date Range”

To review by a 
specific person, 
use the drop-down 
“Family Member”

Click “Search” 
to proceed
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Find your Policy Documents
Your policy documents can be located in your “Documents” section under “Toolkit”.

Your policy 
documents can be 
located by selecting 
“Toolkit” and then 
“Documents”



Find your Policy Documents
You can access your policy booklet and other useful information.

Your policy 
documents and 
Certificate of 
Insurance are 
located here
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Find a Health Care Facility
To find health care locate providers within the Cigna network.

You can locate 
a health care 
provider near 
your location 
by selecting 
either “Find a 
Provider” here



Find a Health Care Facility
Enter location and/or country.

You can find a health 
care provider near 
your 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.

Then click “G0!” 
to proceed

Choose from a pre-
set list of distances, 
either in miles or 
kilometres



Find a Health Care Facility
Choose type of facility, speciality or doctor’s name.

Choose from the 
drop down list 
of facilities or 
speciality



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

Find a Health Care Facility
The results of your search will be displayed.



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

CIGNA
Assistance
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