
Everyt hing 
you need t o 
administ er 
your shiny 
new plan

(and keep your t eam healt hy)

Cigna + Oscar coverage is insured by Cigna Healt h and Life Insurance 

Company. CA: benef it s administ ered by Oscar Healt h Administ rat ors. Ot her 

st at es: benef it s administ ered by Oscar Management  Corporat ion. Pharmacy 

benef it s are provided by Express Script s, Inc.





Hello, plan 
administ rat or!
Sounds pret t y of f icial, huh?

We?re so glad t o welcome you t o Cigna + Oscar. Offering 
healt h benef it s t o your employees is a great  decision but  
we also know it  can feel daunt ing t o be t he one in charge. 
So we put  t oget her t his guide t o make your healt h plan 
easier t o manage (consider it  a keepsake). We also 
included a few useful handout s for your employees t o help 
t hem use t heir benef it s. 

Real people t hat  can answer your quest ions
Also, don?t  worry, if t hings get  overwhelming, you can just  
ask a Business Guide t o help you wit h anyt hing ?  from 
navigat ing t he business port al t o adding new employees 
t o your coverage. It ?s like having a personal assist ant  for 
your healt h insurance. Just  call (855) 672-2784 or send an 
email t o business@hioscar.com.

Thank you for being our part ner in keeping your work 
family healt hy.

Your Cigna + Oscar t eam



Get  
st art ed 
wit h a 
quick 
checklist

Checking t hese off can help you st ay 
on t rack wit h great  coverage all year
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Sign up and log int o your business account  
at  business.hioscar.com 

We?ve sent  you a welcome email wit h a link t o 
set  it  up. If you have t rouble logging in, t ry 
reset t ing your password using t he ?Forgot  
Password? link. We?ll send you an email t o 
help you reset  it . If t his doesn?t  work, cont act
 a Business Guide at  (855) 672-2784 or 
business@hioscar.com. We?ll get  you st art ed. 

Review your group benef it s 

Set  up aut opay (see how on page 15)

Encourage employees t o creat e t heir member 
account  at  cignaoscar.com/ member or t hrough 
t he Oscar Healt h app. And if  you?re a member, 
don?t  forget  t o do t his for yourself  t oo.

Let  your t eam know t hey should cont act  t heir 
Care Team (not  you, wink, wink) for informat ion 
about  claims, pharmacy, or general benef it s at  
(855) 672-2789 or by messaging t heir Care Team 
in t heir online account  or in t he app. 
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As t he plan administ rat or you have a business port al t hat  
cont ains what  you need t o make managing t he plan quit e 
easy. All you have t o do is go t o business.hioscar.com. 
And if you have a  broker, t hey also have access. Here?s a 
det ailed look at  everyt hing you can get  done.

All you can 
do t hrough 
t he business 
port al

(where you wear t he fancy ?admin? hat )
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Find your group ident if icat ion number  
Your group ident if icat ion or group ID is a unique 11- charact er 
number list ed under t he Account  Summary t ab in t he port al. It  
st art s wit h ?BIZ,? so we also call it  your ?biz ID.? You?ll not ice it  in 
emails and bills you get  from us t oo. 

View and edit  group plans 
You can see t he plans your group signed up for in your business 
port al under t he Account  Summary t ab. When your group coverage 
is up for renewal, you can add, remove, or edit  your plans here. 

Edit  business name or address 
Head t o t he Business Info t ab in t he port al if you need t o edit  your 
business name, cont act s, and st reet  address. If you need t o edit  
t he ZIP code, cont act  a Business Guide.

Manage business details
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Find your plan cont ribut ion
When your group signed up, you select ed t he cont ribut ion 
amount  and t ype you?ll be providing t oward each enrolled 
employee?s premium. You can view t his cont ribut ion in t he 
Account  Summary t ab. You may have mult iple 
cont ribut ions if you set  different  amount s for different  
classes in your group. Remember, aft er you enroll, t his 
cont ribut ion can?t  be edit ed unt il t he next  renewal period.

See your wait ing period
The t ime bet ween when an employee st art s and when 
t hey?re eligible t o sign up for healt h benef it s is called t he 
?wait ing period.? You can view your group?s wait ing period 
in t he Account  Summary t ab. If your group has mult iple 
classes, you can set  different  wait ing periods for different  
classes. Keep in mind you can only edit  your wait ing period 
when your group is up for renewal.

Renewing your group coverage
When a new plan year is on t he way, we?ll send you not ice of 
your upcoming renewal dat e, along wit h det ails about  our 
plans and prices for t he new cycle 60 days before t he end 
of your current  coverage. The applicat ion process t o renew 
is quick and simple t hrough your online business account . 
You can cont act  your Business Guides for help, t oo. 

Manage business det ails (cont inued)
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Onboarding a new employee
Submit  a digit al applicat ion for a new t eam member right  aft er 
t hey?re hired. Just  navigat e t o t he Group t ab, t hen Employee 
Manager and click Add Employee.

If you?d like t o keep a paper version of t he form for your own records, 
visit  hioscar.com/ forms. There, select  your st at e, year, and language 
t o download and print  an employee enrollment  form.

Add a new employee  
Click t he Add New Employee but t on in t he t op right  corner 
of t he Employee Manager  t ab. Then ent er t he following 
employee informat ion: 

- Name 

- Email  

- Qualifying life event  and dat e of event  

- Employee class/ t ier 

- If a new hire, include dat e of hire 

Add a spouse or dependent   
On t he Employee Manager  t ab, when select ing t he employee?s name, 
select  t he opt ion t o Add a spouse/ domest ic part ner  or Add 
dependent  from t he bot t om of t he page and complet e t he form. 

Make member changes 



Edit  employee, spouse, or 
dependent  informat ion
Next  t o each enrolled member?s prof ile page, you?ll see 
an Edit  but t on. You can use t his funct ion t o change any 
demographic informat ion. 

To change an employee?s social security number and 
date of birth, contact a Business Guide and they will 
make the adjustment for you. 

Remove a dependent  
Find t he Remove opt ion next  t o t he dependent  
informat ion. Dependent s can be removed for one of t he 
following reasons: gained ot her coverage, divorce, or 
?ot her.? The last  day of coverage is always t he last  day of 
t he mont h, wit h opt ions for t he current , past , and 
previous mont hs available. Not e t hat  t hese opt ions are 
subject  t o review.
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Make member changes (cont inued)
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Remove an employee 
To remove an employee, click t he Disenroll Employee but t on in t he bot t om 
left - hand corner of t he Employee Prof ile page. Employees can be removed 
for any of t he following reasons: left  employment , reduct ion in hours, 
gained ot her coverage, gross misconduct , or deat h. 

Please remove employees within 30 days of becoming ineligible for 
coverage. To request a termination from more than 30 days ago, contact 
your Business Guides.

Find an employee member ID 
You can use t he Employee Manager  t ab t o review and modify employee 
enrollment s. The employee/ primary account  holder?s member ID number is 
list ed next  t o t he name under t he 
Member ID column.  

Make changes aft er valid qualifying life event s 
There are circumst ances t hat  let  employees make 
plan changes out side t he annual renewal period. 
They include:
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- Life changes like: marriage, divorce, having or 

adopt ing a baby, or losing ot her coverage 

- Employees who previously chose not  t o enroll in 

any healt h insurance plan may enroll in coverage 

- Dependent s may be added or removed from an 

employee?s plan

- Employees may change plans

To make t he change, navigat e t o t he Employee Manager  
t ab, t hen select  t he employee?s name, select  t he opt ion 
t o Add a spouse/ domest ic part ner  or Add dependent  
from t he bot t om of t he page and complet e t he form and 
click Cont inue.

 

You can also send t he employee an email so t hey 
complet e t he applicat ion using t he Add & Email 
funct ion. Coverage for t he employee will begin based 
on t he qualifying event  and qualifying event  dat e.

Keep in mind that most enrollments or plan changes 
must be submitted to us within 30 days of the qualifying 
event. Some qualifying life events require proof, and you 
can easily submit the required documentation through 
the portal. If the event happened beyond 30 days, 
contact 
your Business Guides. 
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Make member changes (cont inued)

A
ll 

yo
u

 c
an

 d
o

 t
h

ro
u

g
h

 t
h

e 
b

u
si

n
es

s 
p

o
rt

al



Change an employee plan aft er a 
qualifying event
Employees may only change plans aft er a qualifying life 
event . To change t heir plan, complet e t he Add dependent  
form (see p. 7). If t he employee has ot her plans available in 
t heir employee class, you?ll have t he opt ion t o change 
plans. If you elect  a new plan, coverage under t he new plan 
will st art  for all family members on t he effect ive dat e of t he 
newly added dependent .  

You can make t he following changes prior t o submit t ing a 

group applicat ion:  

- Employee?s effect ive dat e

- Employee?s class or wait ing period 

- Cont ribut ion amount   

- Rider addit ion 

Aft er approval you won?t  be able t o adjust  t his informat ion 
in t he port al. But  don?t  worry, you can always submit  a 
change request  t o your Business Guides, it  will just  be 
subject  t o approval again.

Removing an employee aft er t hey quit  
or are t erminat ed 
Please email a writ t en not ice t o busine ss@hioscar.com. 
We?ll t erminat e t heir coverage on t he act ual dat e 
specif ied by t he group administ rat or or employee, 
or at  t he end of t he mont h. Keep in mind you?ll need 
t o st ill provide t he employee any  applicable 
cont inuat ion/ COBRA not ices (see p. 17).

If t he group admin or employee request s t o t erminat e 
coverage ret roact ively, t he employee can be t erminat ed up 
t o 30 days ret roact ively from t he dat e t he writ t en not ice is 
received by our Business Guide t eam. 
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When t o cont act  a Business Guide t o 
make business or member changes
The business port al helps you administ er t he plan on your 
own, but  t here are a few t hings we handle for you. Email 
business@hioscar.com or call (855) 672-2784 t o:

- Change group t ax ID or cit y/ st at e 
- Change your plans, a member?s social securit y 

number, or dat e of birt h 
- Change your group or a member?s effect ive dat e 

of coverage
- Terminat e your group?s coverage. This isn?t  our 

favorit e but  we underst and t hings happen. Just  
cont act  a Business Guide or send us a request  prior 
t o t he desired coverage end dat e t o discont inue your 
coverage. Unfort unat ely, we cannot  discont inue 
coverage ret roact ively. 
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Make member changes (cont inued)
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Handling 
plan 
f inancials

(keep your coverage running smoot hly)
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How t o pay online 
and set  up aut opay
Set t ing up aut omat ic t ransfers is t he easy and fast  way 
t o pay your bill. Plus, it  reduces t he likelihood of a missed 
payment  and coverage int errupt ions.

To pay via t ransfer, log in t o business.hioscar.com and f ill 
out  t he bank account  form under t he Payment s and 
Billing t ab, or ask your broker for an ACH aut horizat ion 
form. You can set  up one- t ime or recurring payment s so 
you?ll never miss a bill. If you t urn on recurring payment s, 
we?ll aut omat ically pay your full balance on t he f irst  of 
each mont h from your account  on f ile.  

Paying by check 
If you?re paying by check, keep in mind it  could t ake up t o 
10 business days for us t o receive it  and an addit ional 
t hree days for us t o process t he payment .

1. Log in t o your account  at  business.hioscar.com

2. Click on t he icon t o t he left  of your current  billing 

 st at ement  t o see your bill

3. Print  t he document  and remove t he bill st ub

4. Mail t he st ub wit h t he check t o t he address list ed 

 on your invoice

View bills and payment s 
You have access t o a full hist ory of your bills and 
payment s ?  including t hose current ly being processed. 
Simply click on t he Payment s t ab and scroll t o t he 
bot t om of t he page. You can open past  bill PDFs by 
clicking on t he paper icon next  t o Billing St at ement .

View / updat e payment  set t ings 
Log in t o your account  t o add or edit  t he following: 

- If you prefer t o pay by check, select  ?No? for 
recurring payment s, or select  ?Paying by Check? on 
t he Edit  Payment  screen.  

- Bank account  informat ion ?  we can only support  a 
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single bank account . 
- Paper or paperless billing ?  we?ll always send you 

an email t o you and your broker, but  t his opt ion 
st ops paper billing. 

- Recurring payment s ?  if you have a bank account  
saved, you can have payment s aut omat ically t aken 
from t he account  on f ile. 

Find your payment  st at us 
These are t he different  st at uses you may see in t he 

port al about  your account  balance:

Processing. We?ve collect ed t he payment  and t he funds 
are in t he process of clearing from your bank account . 
This t akes about  t hree business days.
Good st anding. There?s no immediat e payment  due.

Past  due. The payment  due dat e for a bill has passed 

wit hout  full payment  being received. 

Grace period 
We?re a pre- pay plan, which means your mont hly 
premium payment  is due on t he 1st  of each mont h for 
your f irst  bill, and you have a grace period of 10 days t o 
make a payment . Aft er t he f irst  mont h of coverage, you?ll 
have a 30- day grace period t o make a payment . 
Unfort unat ely, if we don?t  receive payment  during t he 
grace period, your group?s policy will be subject  t o 
t erminat ion.  
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Underst anding our 
?pay as billed? policy
Our small group payment  policy is ?paid as billed? which 
means we do not  regenerat e bills in t he middle of a billing 
cycle. Group changes received before bill generat ion will 
appear on t he next  invoice. Group changes ?  including 
adjust ment s ?  received aft er bill generat ion will appear on 
t he next  mont hly bill. Remember t he group may be at  risk 
of t erminat ion for not  paying in full.

Terminat ion for non- payment  
Unfort unat ely, when we don?t  receive full payment s aft er 
t he 30- day grace period we will have t o t erminat e t he 
group?s coverage. Part ial payment s won?t  prevent  t he 
group from being t erminat ed. 

If your group is t erminat ed, you can request  up t o t wo 
reinst at ement s per coverage year, which is at  t he sole 
discret ion of t he plan?s Eligibilit y t eam. 
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Ot her 
import ant  
st uff 
t o know
Employee Ret irement  Income 
Securit y Act  (ERISA) requirement
As t he plan administ rat or, t he Employee Ret irement  
Income Securit y Act  (ERISA) requires your business t o 
give plan part icipant s a summary of t he healt h plan in 
writ ing. This document  is called t he Summary Plan 
Descript ion (or SPD), and can be found at  
hioscar.com/ forms. You may sat isfy your group?s ERISA 
disclosure obligat ions by incorporat ing t he Evidence of 
Coverage (or EOC), provided  by Cigna + Oscar, int o your 
group?s SPD by reference.  That  said, t he Evidence of  
Coverage by it self  does not  sat isfy all SPD disclosure 
requirement s under ERISA. 

For more informat ion  about  your disclosure obligat ions 
and SPD requirement s, visit  t he Depart ment  of Labor 
websit e at  dol.gov/ ebsa, or cont act  your lawyer. You can 
also cont act  your Business Guides.

(don?t  skip t his part )
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Deciding t o charge your employees 
pre-  or post - t ax
If you?re wondering whet her or not  t o charge your employees 
pre-  or post - t ax, we suggest  you t alk t o your broker or t ax 
advisor for guidance. They can help you make t he best  
decision for you and your business.

About  pediat ric dent al coverage
Pediat ric dent al coverage is a mandat ory Essent ial Healt h 
Benef it , and built  int o all our plans.  

Enrolling an employee in COBRA
(only for groups wit h 20+ employees)

Any t erminat ed employee, except  t hose relieved for gross 
misconduct , can enroll t hemselves and/ or t heir dependent s 
in federal-  or st at e- sponsored COBRA. You?re required t o 
offer cont inued group healt h coverage t o any employees, or 
t heir dependent s, who leave t heir job or become ot herwise 
ineligible for coverage. You should collect  premiums and send 
any required not ices t o your COBRA enrollees. For COBRA and 
St at e Cont inuat ion: 

- Part icipant s are included on t he mont hly plan?s employer 
group bill 

- Cigna + Oscar does not  offer administ rat ion services for 
COBRA and St at e COBRA 

- Administ rat ion services can be obt ained t hrough a Third 
Part y Administ rat or (TPA) or by administ ering yourself.  

- As an administ rat or, you should collect  premiums and 
send any required not ices  t o your COBRA enrollees.  

If you live in California, cont act  a Business Guide for det ails on 
Cal- COBRA at  business@hioscar.com or call (855) 672-2784. 
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The business port al
business.hioscar.com

Access t o t ools and helpful info
hioscar.com/ cigna- oscar- st art - now

To f ind forms and t he Summary 
of Benef it s and Coverage
hioscar.com/ forms

When you have business quest ions
(855) 672-2784
business@hioscar.com

When your employees have plan 
quest ions
Your t eam can reach our Care Team at  
(855) 672-2789 or send a message t hrough 
t he app or cignaoscar.com/ member

If you?re also enrolled in t he plan
You?ll have t wo account s: one for managing your 
employee benef it s, and anot her for your own 
healt h benef it s. Aft er set t ing up your business 
account  at  business. hioscar.com, you can creat e 
a personal account  at  cignaoscar.com/ account
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Cigna + Oscar coverage is insured by Cigna Healt h and Life Insurance Company. CA: benef it s 

administ ered by Oscar Healt h Administ rat ors. Ot her st at es: benef it s administ ered by Oscar 

Management  Corporat ion. Pharmacy benef it s are provided by Express Script s, Inc.
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