
Login to: https://cignaforemployers.cigna.com/public/app/signin

Enter your Username and Password and click Login

"At the top of the page, open the “Client” dropdown 
menu and select the company you wish to audit
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Select “Reporting” and then select “Eligibility” 
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Very Important, at the bottom of the page under Plan Details, turn on the 
button “Display Plan Description”

Then select “Run Report”
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A window will pop up with the eligibility file in a separate window, labeled 
‘”EligibilityRosterRpt” Once the file is downloaded, upload the Excel file to 
Coverage Wizard
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