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After completing this course, you will understand:

How to access the My Practice feature on the CIGNA for
Health Care Professionals website (www.cignaforhcp.com)

What functions are available using the My Practice feature

How a Primary Administrator can delegate access to the My 
Practice feature to others

http://www.cignaforhcp.com/
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Once you log in to the website, if you are 
registered as a Primary Administrator
(or have been delegated access to My Practice), 
you will see the My Practice link.
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1. Enroll a new 
electronic funds 
transfer (EFT) 
account.

2. Change an 
existing EFT 
account.

By visiting the My Practice tab on the CIGNA for Health Care Professionals website 
(www.cignaforhcp.com), Primary Administrator users can perform four functions:

Now, let’s show 
you how to use
each feature.

3. Terminate 
an existing 
EFT account.

4. Change your 
remittance 
report delivery 
preferences

http://www.cignaforhcp.com/
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Enroll a New EFT Account
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What are the benefits of enrolling in EFT? 

• Payments are deposited directly into your checking or savings account, 
avoiding mail delays.

• Funds are available on the day of the deposit.

• Helps increase efficiency and improve cash flow

• Provides immediate access to reimbursement payments

• View and share remittance reports the same day you receive your deposit

The next page will show you how easy it is to enroll in EFT.



7

CIGNA for Health Care Professionals
www.cignaforhcp.com Enroll a New EFT Account

Click Enroll
to begin.
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1. Choose the TIN you 
wish to enroll in EFT.

3. Type the name and 
phone number of the 
person who will act as 
the contact for EFT.

6. Click Next.

4. Choose the account 
type to which funds will 
be deposited. 

5. Type the routing and 
account numbers. Use the 
picture at right to identify 
the correct numbers. 

2. Choose the 
Provider/Groups you  
wish to enroll in EFT.*
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8. Click Complete 
Enrollment.

7. Check the 
box to agree 
to the terms 
of service.
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What happens next in the EFT enrollment process? 

• CIGNA will send a “pre-note transaction” to your bank to verify all the banking-related 
information is correct. 

– If the pre-note is not returned, you will begin receiving EFT on the next payment cycle
– If the pre-note is returned with errors, CIGNA will contact you to obtain corrected information

• This process can take up to 6 weeks
– You can check the status of your EFT enrollment by logging in to the CIGNA for Health Care 

Professionals website (www.cignaforhcp.com) > My Practice > Change Current EFT Settings > 
Enrollment/Update Status 

http://www.cignaforhcp.com/
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Change an Existing EFT Account
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Change an Existing
EFT Account

Select the TIN Provider Name 
for which you want to change 
the current EFT settings.
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Change an Existing
EFT Account

Click Change.
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Change an Existing
EFT Account

Click Edit Contact 
Information to edit the 
EFT contact name and/or 
phone number.

Click Edit Bank Account 
Information to edit the 
bank account information 
associated with the EFT 
enrollment.

Note that if you change your 
bank account information, it 
will go through the same 
process as an initial EFT 
enrollment, which could take 
up to the 6 weeks.
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Terminate an Existing EFT Account
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Terminate an Existing
EFT Account

Select the TIN Provider Name 
for which you want to terminate 
the EFT account.
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Terminate an Existing
EFT Account

Click Terminate.
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Terminate an Existing
EFT Account

1. Select the reason 
for terminating the 
EFT enrollment.

2. Click Next.

Terminating an existing 
EFT account takes effect 
immediately. All future 
reimbursements will be 
sent by paper check to 
your billing address. 
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Change Remittance Report
Delivery Preferences
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Change Remittance Report
Delivery Preferences

Select the TIN Provider Name for 
which you want to change remittance 
report delivery preferences.



21

CIGNA for Health Care Professionals
www.cignaforhcp.com

Change Remittance Report
Delivery Preferences

Click change.
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Change Remittance Report
Delivery Preferences

1. If you wish to receive your 
reports online, choose 
Online Delivery Only. 

3. Click Next.

2. If you wish to receive 
both paper and online 
reports, you must 
choose the reason for, 
the duration of, and the 
effective date of the 
change.
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Delegate Access
to My Practice
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Check this box to allow a user 
access to My Practice functions.

Primary Administrators can delegate access to the four functions available on My Practice
(New EFT Enrollment, EFT Change or Termination, Remittance Report Delivery 
Preferences) for a user by logging on to the CIGNA for Health Care Professionals website 
(www.cignaforhcp.com) > Assign Access > Modify/Delete User Information.

Delegate Access to My Practice

http://www.cignaforhcp.com/
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Congratulations!

You’ve completed the
CIGNA for Health Care Professionals Website

My Practice Course.

You can review this Course at any time or print a copy.

Bookmark www.cignaforhcp.com today!

“CIGNA” and the “Tree of Life” logo are registered service marks of CIGNA Intellectual Property, Inc., licensed for use by CIGNA Corporation and its operating
subsidiaries. All products and services are provided exclusively by such operating subsidiaries and not by CIGNA Corporation. Such operating subsidiaries include 
Connecticut General Life Insurance Company (CGLIC), CIGNA Health and Life Insurance Company (CHLIC), and HMO or service company subsidiaries of CIGNA 
Health Corporation and CIGNA Dental Health, Inc. CGLIC may also administer insurance policies and self-insured plans on behalf of Great-West Life & Annuity 
Insurance Company and its affiliates, First Great-West Life & Annuity Insurance Company, White Plains, N.Y., and Canada Life Assurance Company, as well as 
The New England Life Insurance Company and Metropolitan Life Insurance Company.
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