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How-to guide

*Available for the individual agent and writing agent login



Step 1

Navigate to the Book of Business page, on the left-hand menu, from the CignaForBrokers 
home page. Or by clicking on Individual and Family Plans underneath Book of Business.

Individual and Family Plans

How to process a  
Binder payment
on CignaforBrokers.com*

For agent/broker use only. Do not distribute.

*Available for the individual agent and writing agent login

Online Binder payment is now available for pending applications on CignaForBrokers.com (CFB) 
portal. Cigna HealthcareSM customers have up to one month after submitting their applications  
to make a Binder payment for medical On Exchange policies. Writing agents now have the ability 
to process these Binder payments on behalf of their customers to effectuate their coverage.

https://cignaforbrokers.com/


How to process a Binder payment
(continued)

Filter by “Pending – Medical On Exchange” and then click Apply to see all plans 
that are currently pending and need binder payment made to effectuate.

Step 2
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Navigate to the customer where you’d like to process a payment.  
Click on the customer’s name to view their Policy Details page.

Step 3

How to process a Binder payment
(continued)
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Step 4

How to process a Binder payment
(continued)

Click on the Pay Now hyperlink in the Payment section.



A new window will appear asking how much you would like to pay, the payment method, and 
cardholder information. Complete the required fields and click Continue to proceed.

Step 5

How to process a Binder payment
(continued)
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The next page will ask you to review the payment. You can either click Back to modify any information 
or Submit if everything looks accurate.

You must agree to the Terms and Conditions to proceed.

Step 6

How to process a Binder payment
(continued)
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Step 7

How to process a Binder payment
(continued)

After clicking Submit, a new page will load with messages indicating that the payment  
is being scheduled. 

The new page will specify the payment has been submitted and will provide a confirmation 
number and transaction ID for reference. 

There is an option to either Print (see printed copy example on the next page) the page  
or Close the window. 
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How to process a Binder payment
(continued)

Example of printed payment confirmation

Policy Details Page

Confirmation number will also be available in the 
policy details view to pull a copy of the payment 
confirmation at a later date (see screenshot below)


