
Managing Pending Actions & Reviewing Document Records

1. Select Me to display your 
employee functions.

2. Click the Benefits icon.

Managing Pending Actions
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3. Click the Pending Actions tile.

Note: After you submit your benefit 
selections, be sure to check your 
Pending Actions. 

Note: Pending Actions will indicate if 
you need to provide any supporting 
documents that are required to 
finalize your enrollment.
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4. Click the title of a Pending 
Action.

Note: Be sure to review and address 
all Pending Actions to ensure your 
enrollment selections get finalized.
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5. Enter the name of the form you 
are uploading.

6. Drag a completed form into the 
Attachments box or click the link 
inside the box to navigate to the 
form.

Note: You do not need to enter 
anything in the Context Value field.

Note: Some actions require a form to 
be downloaded, completed, and 
uploaded. Other actions simply 
require a form to be uploaded. 

If a form is not displayed in the 
Reference Info field for download, 
you will need to provide your own 
document such as a marriage license 
or birth certificate.
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Note: When enrolling your spouse 
into Cigna Voluntary Life, be sure to 
upload the Evidence of Insurability 
forms for you and your spouse if 
required.

When two of the same Form Types 
need to be uploaded, they can all be 
uploaded from the same page. 

In this example, the employee was 
able to upload their Evidence of 
Insurability form in addition to their 
spouse’s form on the same page using 
the Drag and Add Attachment link.
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8. Review any other Pending 
Actions and the associated 
statuses. 

Note: Actions will remain Pending
until reviewed and approved by 
Benefits.

9. Complete all Pending Actions that 
are not Pending Approval or 
Approved.

7. Click Submit when your 
document is attached.
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10. From the Benefits page, click the 
Document Records tile.

Reviewing Document Records
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11. Review your benefit related 
document records.

End of Procedure


