
USER GUIDE
Submit a New Claim
How to submit a new claim through the Cigna Envoy site.

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

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

Click “Continue” 
to proceed
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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
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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 
“No” here Who would you like 

us to pay? You, or 
directly to the service 
provider

Click “Continue” 
to proceed

Browse your device 
and upload your 
claim invoices and 
documentation here
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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)

If you wish to be paid 
by cheque and have 
not already updated 
your address, click 
“Edit” here to make 
these changes

Click “Continue” 
to proceed

Click drop-down 
box to choose you 
preferred payment 
currency
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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
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Submit a New Claim
Check and confirm your payment instructions.

Please check 
all payment 
details and click 
“Continue”
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Submit a New Claim
Read and agree to the terms and click “Continue” to confirm the legal disclaimer.

Click “Continue” 
to proceed

Please read 
and agree to 
the legal terms
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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 
“Submit”
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Submit a New Claim
Congratulations! Your claim has now been submitted.
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USER GUIDE
Check your Claim Status
How to check status of existing claims.

Click on “My 
Claims”

https://www.gninsurance.com/group/
https://www.gninsurance.com/group/


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”

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

To review by a 
specific date range, 
select the dates in 
the “From” and “To” 
fields

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

Click “Search” 
to proceed
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