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COMMON FEATURES
1.1.  What is PMO Mobile?

PMO Mobile is a web-based mobile application that allows you to view your personal
insurance data, request insurance certificates, and request direct billings from your
mobile phone. There are other options intended for active Commission staff that
are not relevant to pensioners.

1.2. Requirements

PMO Mobile is a mobile-first web application. The App works on recent versions of
Chrome on Android and Safari on 10S.

On Windows 10 desktop, the App works on Chrome and Firefox.
1.3.  Access to PMO Mobile

PMO Mobile is a web application and, although it is not yet available in the Apple
App nor Google Play stores, it soon will be.

PMO Mobile is available at:
https://webgate.ec.europa.eu/PMOMOBILE (Case sensitive URL).

The PMO Mobile App is accessible via EULogin with double authentication method
(for instance using Password and Mobile phone + SMS). More information related to
EULogin and how to add a mobile device 1is available at:
https://webgate.ec.europa.eu/cas/userdata/mobile App/manageMyMobileDevices.cgi

Che Ty R

English (en) \{
Sign in to continue l_l
PMOMobile
D Sign in with the EU Login Mobile WHAT'S UP?
app
< | @am going on mission
Or - Plan and manage mission details

Enter your e-mail address or unique identifier

Or WHERE DO YOU WANT TO GO ?

| am invited to a meeting

—

E Accept, participate and submit meeting
expenses

Sign.in with your eID Reimbursement requests
i Create and view the history of my
reimbursement requests
Sign.in with Facebook
Account sheets
Review my reimbursements

Sign.in with Twitter —
o

o< |+ Jo

Sign. in.with Google
Administrative data
@ My family's and my insurance cover
information

Easy, fast and secure: download the EU Login app

m ~ My insurance certificates



In case you can’t log in, please contact your usual support EC-HELPDESK-
IT@ec.europa.eu.

1.4. Home page

The home page displays the list of available actions.
Link to notification page
drawer menu |

PMOMobile

WHAT'S UP?

&=m | @mgoing on mission

- Plan and manage mission details User joumeys

(set of user stories)
| am invited to a meeting

m Accept, participate and submit meeting
expenses

WHERE DO YOU WANT TO GO ?

Reimbursement requests
i Create and view the history of my
reimbursement requests

User actions

Account sheets -
(stories)

Review my reimbursements
Administrative data
@ My family’s and my insurance cover

information

My insurance certificates

1.5. Context menu and the slide action

The context menu is a set of actions that are available for certain items in the
application. Due to the screen size limitation on the mobile devices, the context menu

is normally hidden and becomes visible only when you click on the three dot * icon
next to the item or, alternatively, when you swipe the item to the left side of the screen
using a finger motion (the slide action).

The context menu changes from a type of item to another. You can edit, delete,
duplicate the item, etc. The context menu is only displayed if you are allowed to
perform a certain action. Otherwise, it does not appear. The screen below shows the
context menu for an item in the direct billings list. In order to see the possible actions

under the menu, you can either click on the * icon or slide the item to the left side of
the screen.

In this specific case, you can see two possible actions: edit and delete item.



< Direct Billings All < Direct Billings All

October 2022 October 2022
TOY STORY TOY STORY
EXy  Requested on 27/10/2022 EXy  Requested on 27/10/2022
Standard Standard
Belgium Belgium
© Ongoing © Ongoing
TOY STORY TOY STORY
EXy  Requested on 26/10/2022 EXy  Requested on 26/10/2022
Standard Standard
Belgium Belgium
© Ongoing © Ongoing
August 2022 August 2022
TOY STORY FORY
Requested on 31/08/2022 /ed on 31/08/2022
Standard : b
G Draft Finger swipe left aft
February 2022 February 2022
BUGS BUNNY BUGS BUNNY
Requested on 22/02/2022 B m Requested on 22/02/2022 4
Standard Standard
Armenia Armenia

1.6. Warning save popup

When you are modifying a form in the application and
trying to leave without saving your data, the system will
display a warning message asking you if you want to
save the modifications so far.

You can choose to save them or not. If you save then
you will be able to find back your form in “Draft” mode Closing without saving
and continue working on it, otherwise the data will be LS e
lOSt submitting?

1.7. View App details and confidentiality statement

Click on the “About” button to obtain information about the application version and
improvements. You may also view the confidentiality statement.



Unknown UNKNOWN
Connected - Logout

What's up?

I am going on mission

I am invited to a meeting

Language

v

? FAQ
I i About |

@  Userguide
I@ Privacy statement | £ >

Change language

Unknown UNKNOWN
Connected - Logout

What's up?
2 |1 am going on mission
ﬁ I am invited to a meeting

Settings

¥  Language English ~

?  FAQ

i About
Q@  Userguide

16 Privacy statement

To change the language, click on the = icon on the top of the screen, then select the
language from the languages list.

Unknown UNKNOWN
Connected - Logout

a

s up?

| am going on mission

I am invited to a meeting

Settings

English ~

About

1

English

Francais




Unk NKNOWN
1.9. Log out c:m'LZ:' -
. = . What's up?
To log out, click on the = icon then select “Logout”. o

&8 | am going on mission

ﬁ I am invited to a meeting

Settings

Xa  Language English ~

? FAQ

i About
Q3  Userguide

6] Privacy statement i

2. NOTIFICATIONS

The domain specific desktop applications (e.g., JSIS) may send notifications
related to previous user actions, etc. These notifications are grouped under the bell
icon on the upper right side of the PMO Mobile home screen.

2.1.  Visualizing a notification
1) Click on the bell icon on the upper right of the home screen (left below)

2) The list of notifications is displayed. The notifications in bold are the ones
unread.

3) Choose a notification from the notifications list (middle below)

4) Alternatively, you can filter the notifications by clicking on the “All”. It will
display the list of available filters. (right below)



IJ/

X

CORPORATE

Notifications

New account sheet

MEETINGS

Notifications

251172021 New account sheet

2511172021

Py P
PMONMobile @ You have a new account G You have a new account >
sheet available in your sheet available in your...
WHAT'S UP? Direct billing - 2501172021 Direct billing - 25/11/2021
Edy additional info Ky  additional info 5
. | am going on mission Please provide us with Please provide us with
@ pjan and manage mission details additional information additional information...
| am invited to a meeting Direct billing - 251172021 Direct billing - 25/11/2021
ﬁ Accept, participate and submit meeting m additional x.nfo ) b additional info N
expenses Please provide us with Please provide us with
additional information additional information...
WHERE DO YOU WANT TO GO 2 Direct billing - 2211172021 Direct billing - 2201112021
: KXy additional info K3y additional info 5
Reimbursement requests Please provide us with Please provide us with
i Create and view the history of my additional information additional information...
e y y
reimbursement requests
DIRECT BILLING 14/10/2021 DIRECT BILLING 14/1012021
Account sheets Edy REQUEST Edy REQUEST 5

Review my reimbursements

Administrative data

Your direct billing request
has been accepted. Th

New account sheet

Your direct billing request
has been accepted. Th...

2021
@ My family’s and my insurance cover Foj 1
e ; ) ¥%  You have a new account Mobile
information ) .
sheet available in your
All

My insurance certificates

New account sheet

5) When you click on the notification, you can see the details of the notification:

text and attached documents, if any. (left below) If you click on an attachment,

it will open on the screen. (left right)

Direct billing - additional info
DIRECT_BILLING

Sent: 25-11-2021, 07:28

Please provide us with additional informatio
received in relation with your direct billing
request

Attachment

% Open document

6) If the notification is linked to a PMO Mobile implemented functionality, by
clicking on ‘Details’ (upper left corner) you will be redirected to the specific
functionality item (e.g. Direct Billing, etc.). You can then update your request
and submit the additional information (comments, documents, etc.).

Note: If the functionality is not yet implemented in PMO Mobile, the “Details”
button does not appear.



PERSONAL/ADMINISTRATIVE DATA (JSIS)

3.1.  View family administrative data

JSIS members can view their own as well as their family members’ JSIS cover

information.

On the home page, click on “Administrative data”. The App will display all the

insurance cards of your family composition (below left).

As in JSIS Online, the sickness and accident coverage icons are available:

e Red icon: Primary full right coverage.

e Orange icon: Complementary right coverage.

e Grey icon: No Coverage

You can select a name to view more details (below middle and right). The details are
organized in tabs, below the beneficiary name.

<  Administrative data

European Union Official Health Insurance

TOY STORY

Affiliate

European Union Official Health Insurance

BUGS BUNNY

Spouse

European Union Official Health Insurance

TOY STORY

Child

¢ TOY STORY

IDENTITY COVER ADDRESS RELATIONSHIP

Affiliate 123456 G @

TOY

STORY

date 01/01/1981

ender Man C'

Pers # 123456

Married

Luxemburger

referre English

< TOY STORY

IDENTITY COVER ADDRESS RELATIONSHIP

Affiliate 123456 G @

Sickness and accident
kness Primary @
Accident Not Covered
Social security
Retired and volontaires - 1/3 contributio

01/04/2018

For other questions related to coverage, consult JSIS Online first, then contact Staff

Matters or contact PMO.

JSIS Online:

https://webgate.ec.europa.eu/RCAM

Staff Matters: https://myintracomm.ec.europa.eu/staff/EN/Pages/index.aspx?Iln=en




INSURANCE CERTIFICATES (JSIS)
4.1. View Insurance Certificates

From the home page, select “My insurance certificates” to view all certificates
requested so far.

— < My nsurance certificates

PMOHMobile

October 2022
WHAT'S UP? o) TOY STORY
) L7 Certificate for the "Hulk"

= | am going on mission Document date 26/10/2022

- Plan and manage mission details
@ Available
| am invited to a meeting
;5] Accept, participate and submit meeting
expenses

February 2022

o) TOY STORY
7 Certificate for the "Hulk"

WHERE DO YOU WANT TO GO ? Request date 22/02/2022

Reimbursement requests © Submitted
i Create and view the history of my
reimbursement requests November 2021
= Account sheets BUGS BUNNY
o= Review my reimbursements a JSIS primary coverage certificate

Request date 22/11/2021
Administrative data
@ My family's and my insurance cover © Submitted
information

TOY STORY

My insurance certificates 9‘ JSIS primary coverage certificate
O, Create and view insurance certificates
Ne L meand my family Request date 22/11/2021

i illi Submitted
Direct Billings © Submitte

EX.. Create and view the history of my

Note: The floating action button (FAB) * may allow you to request a new insurance
certificate.

Once available (status changes to “Available”), to view a requested certificate, click
on the corresponding item in the list.

€ My insurance certificates X  View certificate

October 2022

~enrs e
TOY STORY - SaS—

9‘ Certificate for the "Hulk"
Document date 26/10/2022

@ Available

February 2022

o) TOY STORY
&4 Certificate for the "Hulk"
Request date 22/02/2022

© Submitted
November 2021
BUGS BUNNY

Np JSIS primary coverage certificate
Request date 22/11/2021

© Submitted

TOY STORY T T PRy
Np JSIS primary coverage certificate
Request date 22/11/2021

o -



4.2. Request Insurance Certificates

JSIS members can request insurance certificates for all family members covered by
JSIS.

Steps:

1) On the home page, select “My insurance certificates”

2) Click onthe * icon.
3) Select the beneficiary and choose the type of certificate.

4) Depending on the certificate, additional information may be requested such as
visited country, start date, end date and language for a VISA.

5) Click Send.

6) The app confirms that a new certificate was requested and adds the certificate
to the list of requested certificates. The status of the request is “Submitted”.

7) The App generates the certificate which can take up to 30 minutes.

8) Once generated, the App fires a notification (click on the n icon) and
changes the status of the request to “Available”.

9) Select the insurance certificate to view it.

€ My insurance certificates X Request insurance ... SEND X Request insurance ... SEND

October 2022 - -
Select beneficiary Select beneficiary
) TOY STORY
o4@  Certificate for the "Hulk" @ iToy Story L J @ Toy Story | J
Document date 26/10/2022
Bugs Bunny L J Bugs Bunny L J
@ Available
Tazz Mania [ J Tazz Mania [ J
February 2022

KA

TOY STORY
Certificate for the "Hulk"
Request date 22/02/2022

© Submitted

November 2021

BUGS BUNNY
JSIS primary coverage certificate
Request date 22/11/2021

© Submitted

TOY STORY
JSIS primary coverage certificate

Request date 22/11/2021

© Submitted

Select certificate
JSIS primary coverage certificate

Certificate for the "Hulk

Select certificate
JSIS primary coverage certificate

@ Certificate for the "Hulk’

Additional information

Reference year *

2019



< My insurance certificates < My insurance certificates

November 2022

o) TOY STORY
&@  Certificate for the "Hulk"
Request date 04/11/2022

© Submitted
October 2022
TOY STORY

O,

&g Certificate for the "Hulk"
Document date 26/10/2022

@ Available
February 2022
TOY STORY
&g Certificate for the "Hulk"
Request date 22/02/2022
© Submitted
November 2021
o) BUGS BUNNY
Np JSIS primary coverage certificate

Request date 22/11/2021

€3 Suhmitted

November 2022

o) TOY STORY
&4 Certificate for the "Hulk"
Request date 04/11/2022

@ Available
October 2022
TOY STORY

O,

N Certificate for the "Hulk"
Document date 26/10/2022

@ Available
February 2022
o) TOY STORY
&g  Certificate for the "Hulk"
Request date 22/02/2022
© Submitted
November 2021
) BUGS BUNNY
Np JSIS primary coverage certificate

Request date 22/11/2021

€ Suhmitted

X View certificate

5. DIRECT BILLINGS (JSIS)
5.1.  View direct billings

From the home page, select “Direct Billings” to view all direct billings requests
created so far (left below).

The existing direct billing requests are displayed for each beneficiary with the type of
request, the country where the request was made, the date of the request and the
request’s status. The most recent direct billing requests are displayed on top of the list
(right below).



<4=m | a@mgoing on mission October 2022 ‘
W8 pjanand manage mission details
TOY STORY
| am invited to a meeting “ Requested on 27/10/2022
a—
u Accept, participate and submit meeting Standard
expenses Belgium
© Ongoing
WHERE DO YOU WANT TO GO ?
. TOY STORY
Reimbursement requests m R ted on 26/10/2022
i Create and view the history of my equested on
reimbursement requests Standard
Belgium
=== Account sheets .
O ooview my reimbursements © Ongoing
Administrative data AUgUSE2022
@ My family's and my insurance cover
information TOY STORY
Requested on 31/08/2022
My insurance certificates Standard :
9‘ Create and view insurance certificates
for me and my family & Draft
Direct Billings February 2022
m Create and view the history of my
direct billings BUGS BUNNY
Requested on 22/02/2022 4
Accident declarations Standard
A View the history of my declarations of Armenia -
% accident

You can click on an existing direct billing to view more details (left below). You can
also choose to edit or delete a direct billing in Draft status by clicking on the three

point icon  next to the direct billing (right below).

The floating action button (FAB) = allows you to create a new direct billing.

X View direct billing

General Information

Main document ref.

123456.P12345

Beneficiary Status

TOY STORY Ongoing
Type of re... Requested...
Standard 27/10/2022
Start date End date
27/10/2022 26/12/2022
I

Care provider

BOULEVARD LOUISE 18
@ 660 cHIMAY
Belgium Delete

Direct Billing Reason Edit

Hospitalisation for treatment or

VIEW REQUEST




5.2.  Direct billings - Ask a question

A wide choice of FAQ will clarify most of your doubts. If this is not the case, you
can send your questions directly to the competent sectors via Staff Contact.

X View direct billing

General Information

Main document ref.

123456 .P12345

Beneficiary Status

TOY STORY Ongoing
Type of re. Requested
Standard 27/10/2022
Start date End date
27/10/2022 26/12/2022

Care provider

BOULEVARD LOUISE 18
9 6460 CHIMAY
Belgium

Direct Billing Reason

Hospitalisation for treatment or

VIEW REQUEST

m European |StaffContact

Commission

EN ._ VFR D My Questions

Back to Staff Matters

Direct-billing

Direct billing

Subject” Context"

Direct Billings (123456.P12345) v

Beneficiary concerned by your question” It relates to

TOY STORY v

Description®

5.3.  Create a new direct billing

JSIS members can request a direct billing for all family members covered by JSIS.

Steps:

1) On the home page, select “Direct billings”

2) Click on the

3) Stepl: Select the beneficiary and choose request type™.

*Request type depends on the profile of the beneficiary and/or the institution s/he

belongs to.

Note: You can Save in each step the data that you’ve already filled in. The direct
billing will appear in your direct billings list in Draft status and you can go back
and edit it at a later stage. You can also continue moditfying your direct billings in

the desktop application.



<  Direct Billings Al X Create direct billing ... ~ SAVE

October 2022 . .
Main details o

TOY STORY Beneficiary *
EXy  Requested on 2711012022 Toy Story N

Standard
i Type of request *
Belgium ype of req .

Standard

@ Ongoing

E-mail to receive documents

TOY STORY

m Requested on 26/10/2022
Standard
Belgium

@ Ongoing
August 2022
TOY STORY

Requested on 31/08/2022
Standard

& Draft

February 2022 Standard

BUGS BUNNY Accident
Requested on 22/02/2022 s
Standard

Armenia 10f4 NEXT > Direct billing for serious illness

4) Step 2: Search for a care provider. You can filter care providers by country
and name or insert a new care provider details if you did not find the care
provider in the pre-existing list. Once done, click Next.

X Create direct billing ... SAVE X Create direct billing ... SAVE

Care provider (i} Care provider (]
(@ Search for a care provider () Search for a care provider

Country * . @ Fillin the details

Belgium

) Name of the care center *
Care provider *

CLIN. UNIV. STLUC - UCL SERVICEC... »
Street *

AVENUE HIPPOCRATE 10
9 1200 BRUXELLES

Belgium Number * Box
This care provider has an agreement
with JSIS Postal Code * City *
I () Fillin the details |
Country *
Tel.* Fax *
(e.g. +32 0 (e.g. +32 000 000 00

E-mail *
(e.g. email@domain.eu

You must specify either the phone, the fax or
the email.

< PREVIOUS 20of4 NEXT > < PREVIOUS 20f4 NEXT >

5) Step 3: Insert the Category, Reason and all additional mandatory fields, as
requested by the application. You can also scan or add a document from your
phone in this step, if required (left below).

6) Step 4: A summary of the direct billing is displayed in this step together with
one or more acknowledge checks (right below). Once you’ve verified the data

15



and agreed with the General Conditions, you can send your direct billing by
clicking “Send”.

If something in your summary is not correct, you can always go back to
previous steps by clicking the “Previous” button. You can also Save the data
if you do not want to submit the direct billing request immediately.

X Create direct billing ... SAVE X Create direct billing ... SAVE X Create direct billing ... SAVE

o e extension. Please enter a comment if you still
Reason Summary want to request a new direct billing *

All invoices issued by the Beneficiary .

comment

hospital and linked to your Toy Story

hospitalisation will be paid by

your settlements office. If you Type of request
Category Standard Could you please keep the original

. documents and do not introduce the same

Hospitalisation direct billing request by paper.
Reason *

Hospitalisation for treatment or operation

Care provider beneral Conditions

Complementary info

Short description of the type of operation * 9 AVENUE HIPPOCRATE 10 I am aware of and undertake to
:32?0 BRUXELLES L:' comply with the conditions and rules

hard operation elgium in force

Expected date of admission to hospital * th JSIsS ljhave noted that persons who are entitled to

04/11/2022 - he foregoing benefits shall declare the

Direct Billing Reason mount of any reimbursements paid or which

hey can claim under any other sickness

Attach documents Hospitalisation for treatment or operation ihsurance scheme provided for by law or

egulation for themselves or for persons
@ SCAN DOCUMENT + SELECT FILE Short description of the type of operation overed by their insurance. (cfr. Article 72§4
hard operation f the Staff Regulations)

Please consider that vou should keen vour oriainal LS

< PREVIOUS 3of4 NEXT > < PREVIOUS 4of 4 < PREVIOUS 40of4 SEND

Note: Once you have sent the direct billing, you can retrieve it in your direct billings
list. The direct billing will be further processed in the JSIS back office like any direct
billings created in the JSIS desktop application. The direct billing will change its
status after being processed.

5.4. Adding supplementary required information in a Direct billing

There are two ways of adding supplementary information in a previously submitted
Direct Billing:

a. From the notification that requires you to add further information, you
click on “Details” (upper right side). This redirects you to the Direct
Billing item where you can add the information immediately.

b. In the Direct Billings list, you can view the items with the “Waiting for
additional information” status. If you did not provide the information yet,
click on the item and add the additional info required.

Steps:

1) Within the specific Direct Billing item you can add the required
supplementary information (below left and middle screen):



Click on “Add Info”
Fill in the “General comment” text field
Attach additional documents, if needed
d. Click “Send”
2) The additional information will be appended to the existing item (below right)
and will appear as “Submitted”.

cowe

3) You are not able to add more information after you’ve submitted, unless you
request the JSIS back office or they send an additional request for information.

= View drect biling x Add info 1o direct biling SAVY x View direct biling

6. REIMBURSEMENT REQUESTS (JSIS)
6.1. View existing requests for reimbursement

1) On the home page, select “Reimbursement requests” to view all your
reimbursement requests created so far (below left).

2) The system displays the list of requests showing the type of request, the date
of the request, the request’s status and the total amount of the request. The
most recent reimbursement requests are displayed on top of the list. You can
scroll down to view the reimbursement requests grouped under each month.
(below middle)

3) You can choose to edit or delete a request in Draft status by clicking on the
three point icon * next to the request. (below middle)
4) Click on an existing reimbursement request to view the request information.

If the request has been submitted you can see the Scan reference code. You
cannot modify such a request. (below right)



5) If your request is in Draft status you can continue to modify it as described in

the next section.

PMOMobile

WHAT'S UP?
I'm sick
‘V‘ Inform others and register your

a—
i}

sickness details

| am invited to a meeting

Accept, participate and submit meeting

expenses

WHERE DO YOU WANT TO GO ?

Reimbursement requests
Create and view the history of my
reimbursement requests

6.2.

Account sheets
Review my reimbursements

Send COVID-19 report
Inform the medical service about
COVID-19 related incident

¢  Reimbursement requ...

October 2022

Standard

Last updated on 27/10/20

Total: 0 EUR
& Draft
December 2021

Standard

@ Requested on 10/12/2021

Total: 100 ZAR
© Ongoing

Standard

@ Requested on 10/12/2021

Total: 130 ZAR
© Ongoing

Standard

@ Requested on 10/12/2021

Total: 100 ZAR

You can only create/edit Standard,
Accident, Occupational Disease and
Serious lliness requests, for other types
please use JSIS/RCAM online.

All ~

Reimbursement Requests — Ask a Question

General details

© Ongoing

Scan ref.

123456.F12345

Staff currently serving or having served in a
delegation (outside the E.U)

No

Request type

Standard

Expenses

09/12/2021

1 Toy Story
Consultation / Visit general practitioner
) Total: 100 ZAR

Supporting documents

@ 227-seldom.png
Linked expenses

A wide choice of FAQ will clarify most of your doubts. If this is not the case, you
can send your questions directly to the competent sectors via Staff Contact.

General details

© Ongoing

Scan ref.

123456 F12345

Staff currently serving or having served in a
delegation (outside the E.U)

No

Request type
Standard

Expenses

09/12/2021
Toy Story

Consultation / Visit general practitioner

© Total: 100 ZAR

Supporting documents

0

227-seldom.png
Linked expenses

m European |StaffContact

Commission

e

[Back to Staff Matters

Reimbursement online

Subject’

Reimbursement requests

Reference”

123456.F12345

Description®

Beneficiary concerned by your question®

TOY STORY



6.3.

Create a new reimbursement request

JSIS members can request a reimbursement for all family members covered by JSIS
at the time of treatment.

Steps:
1)
2)

3)

4)

S)

6)

7)

8)

9)

On the home page, select “Reimbursement requests”

Click on the © icon to add a new reimbursement request. (below left)

Stepl: Change the delegation information if needed. By default, the
Delegation field is set to “No”.

Choose request type from list: Standard, Accident, Occupational disease etc
Click “Next”

= Reimbursement requ... Al ~ X Create request

October 2022

Main details

Standard
Last updated on 27/10/20 Staff currently serving or having served in a
Total: 0 EUR : delegation (outside the E.U) *
No
& Draft Request type *

December 2021

. Standard
Requested on 10/12/2021
Total: 100 ZAR

© Ongoing
Standard
@ Requested on 10/12/2021
Total: 130 ZAR
Ongoing
Standard

@ Requested on 10/12/2021
Total: 100 ZAR

© Ongoing

March 2018
10of4 NEXT >

System displays Step2 - List of expenses.

+
Click on the icon to add a new expense. You are allowed to add up to
five expenses. (below left)

Select the Treatment date. The list of beneficiaries will be filled in based on
the selected date and the type of request. Only the beneficiaries covered by
JSIS on that date will be displayed. (below middle)

Select the Beneficiary.

Select the Expense/Treatment detail from the list. Start by typing the name
of the treatment or select directly from the list. (below right)



10) Depending on your selection, additional fields may appear in the expense
form: Prior Authorization requests, Dental Cost estimates, Number of
Sessions, etc.

< PREVIOUS

Note: You can choose to change the language of the Treatment detail by
clicking on the language icon, just above the Treatment list. That will switch

your list from English to French and vice versa.

X List of expenses SAVE

20f4

NEXT >

X  Add expense

Treatment date *

01/11/2022

Beneficiary *

TOY STORY

Country *

South Africa

Currency *

ZAR - South African Rand

Treatment details

Type *

Total cost * ZAR

Reimbursement from another source

Source 1 00 EUR ~

Source 2 0 EUR ~

Comment

O O O O O O

O O O O O

Medicine / pharmaceutical product

Acupuncture

Ambulance/transport costs

Analyses and tests

Analyses and tests with prior
authorisation

Annual visit package - Agencies /
Outside EU

Annual visit package — Agencies
Outside EU

COVID-19 test

Colonoscopy

Confinement

Consultation / Visit general
practitioner

11) Change the Country, if needed. The default Country is the country of
affectation for active staff and the country of residence for pensioners.

12) Change the Currency, if needed. The default currency is the currency of the
country from the previous step.

13) Add your costs and the reimbursement received from other sources and
click “Save”. (below left)
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x  Add expense SAVE X List of expenses SAVE

Treatment date * n 01/11/2022
01/11/2022 v TOY STORY

1 Medicine / pharmaceutical
Beneficiary * product
TOY STORY O Total: ZAR
Country *
South Africa 4

Currency *

ZAR - South African Rand

Treatment details o
Type *

Medicine / pharmaceutical product » @
e Add medicine

Total cost ™ ZAR

Reimbursement from another source

Source 1 EUR ~ +

The expense has been saved.

Source 2 EUR ~

14) The system will save and add your expense to the list of expenses (above
right)
15) You can choose to add a new expense in the list of expenses by clicking the

icon. (below left)
16) In order to add a medicine, you go through the same steps as before, but

select “Medicine/Pharmaceutical product” in the Treatment type details list.
(below middle)

17) Click on the e icon to add a new medicine. (below middle)

18) Select the medicine, add the number of items, the amount per item and the
amount received from other sources if any. Click on Done to return the
expense screen (below right)

Note: The currency in the medicine details is given by the currency of the
country selected in the expense screen. You cannot modify that in the

Medicine details screen.

Note: If your medicine is not in the Medicines list, you can just type the
name and you will be able to use it in your request.
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X List of expenses SAVE x  Add expense SAVE X Add medicine DONE

@  o1112022 il Medicine details
TOY STORY 01/11/2022
1 Medicine / pharmaceutical Medicine / Pharmaceutical product *
product Beneficiary * IBUFEN 4
O Total: ZAR TOY STORY
Number * Amount per unit *
Country *
South Africa 1 10 ZAR
Currency *
ZAR - South African Rand 10 ZAR
Total amount *
Treatment details Reimbursement from another source
Type *
Medicine / pharmaceutical %uct 4 @ Source 1 20 EUR
Source 1
e Add medicine / EUR
Total cost ™ 0 ZAR
Reimbursement from another source
Source 1 -
+ EUR
Source 2 EUR ~
< PREVIOUS 20f4 NEXT >

19) Your list of medicines will appear in the expense screen. If there are any
errors you will see a red exclamation icon on the medicine name. Please
correct that in order to move forward and click on Save when you’re done
(below left)

20) The system will save and add your new expense to the list of expenses
(below middle)

21) You can still edit an expense by clicking on it or delete it by clicking on the
three point icon ‘ next to the request and choosing Delete. Click on Next to

move to the next step. (below middle)

22) The system will move to Step 3 — Supporting documents (below right)

X Add expense SAVE X List of expenses SAVE X

Supporting documents  SAVE

Treatment date *
01/11/2022
Beneficiary *

Toy Story

Country *

South Africa

Currency *

ZAR - South African Rand

01/11/2022
Toy Story
1 Medicine / pharmaceutical
product
© Total: 100 ZAR 1

01/11/2022
Toy Story
2 Medicine / pharmaceutical
product
) Total 20ZAR €3 2

Treatment details o
Type *
Medicine / pharmaceutical product » @
e Add medicine
—_ BENACOL
. Tt 10220
- BRUFEN
Tt 10220
aF =F
Total cost ~ ZAR

Reimbursement from another source

< PREVIOUS 20f4 < PREVIOUS 3of4 NEXT >
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23) Step 3 — Supporting documents. Click on the * icon to add a new
supporting document. (below left)

Note: Please make sure to choose High resolution or the Original for your
uploaded documents when promoted by your mobile, otherwise the documents

may not be readable in the back office following the rendition to PDF.

24) The system will prompt you to take a photo or choose a file from your
mobile. (below middle)

25) Take a photo or select document from your documents list. (below right)

X Supporting documents  SAVE

€ Selectanimage

——

Add supporting document

You can upload a PDF, JPEG
than 10MB. Please choose Hig
Original, if p!

Upload document
| /
+

- (0] Take a photo

< PREVIOUS 3of4 NEXT > @ Choose file

26) Once your document is uploaded, you need to link it to an expense (below
left) or to the entire claim, if relevant (below middle). Click Done to return
to the list of supporting documents.

27) If you choose to link the document to an expense only, you will be

prompted to make sure that all expenses have supporting proofs. (below
right)
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x  Supporting document DONE Supporting document DONE Supporting documents  SAVE

Attachment Attachment Supporting document 1
Linked expenses
Supporting document 1 Supporting document 1
[lll 304.94 Kb @ 304.94 Kb 1 Annual visit package - Agencies / Outside EU
Link this file with the entire claim » OR Linkthis file with the entire claim Please link one document to
o the entire claim, or have at
Link expenses least one document linked per
expense.
18/09/2022
1 Manuel Silva , O
Annual visit package - Agencies /
Outside EU
19/09/2022
2 Rute Silva O
Medicine / pharmaceutical product
aL
< PREVIOUS 3of4 NEXT >

28) Repeat the process above and when you have finished adding your
supporting documents and linking them to the expense, click Next. (below
right)

29) The system will move to Step 4 — Request summary. In this step you can
view all your information in a summarized way: general information,
expenses and supporting documents (below middle and right).

30) You can click on the expenses or supporting documents to view all details
but, if you need to edit any of the data, you need to go back to the previous
steps.

31) When you’re done checking your information, confirm that you have
acknowledged the conditions of the JSIS and click on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts. (below right)

X Supporting documents  SAVE
@ Supporting document 1 . General details For entire claim

For entire claim
@ Supporting document 2.png
@J Supporting document 2 . Staff currently serving or having served in a Linked expenses
Linked expenses : delegation (outside the E.U)
edexp No

1 Medicine / pharmaceutical product
1 Medicine / pharmaceutical product Request type
Standard
Expenses General conditions
01/11/2022 | accept the common rules of the joint
Toy Story sickness assurance scheme

Medicine / pharmaceutical product

| confirm that I'm aware of the validity ‘
) Total: 100ZAR €8 1

and conformity criteria for supporting
documents listed here below.

01/11/2022

Toy Story
Medicine / pharmaceutical product | certify that this claim, together with the

O Total 20 ZAR 2 supporting documents, is correct and that the
invoices have been paid for. | hereby declare
that | will archive the original supporting
documents during 18 months starting on the

Supporting documents
day | receive the reimbursement account

. sheet for my medical expenses and | will
Supporting document 1.png
+ For entire claim submit them to the settlements office upon
request
A Sunnortina document 2 nna
< PREVIOUS 3of4 NEXT > < PREVIOUS 40of4 SEND < PREVIOUS 40of4 SEND
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32)

6.4.

1)

2)

3)

4)

S)

You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can click to edit it, if the request has been submitted you
can view the information as shown in section 6.1 View existing requests for
reimbursement

View account sheets

Once your request for reimbursement has been approved and processed in the
back office, one or more account sheets are generated with the amounts that
were reimbursed as per your reimbursement request.

On the home page, select “Account sheets” to view your account sheets
(below left).

The system displays the list of account sheets showing the request type,
request date, request status and the total amount. The most recent account
sheets are displayed on top of the list.

You can scroll down to view the account sheets grouped per month (below
middle)

Alternatively, you can see your account sheets grouped by scan reference if
you change the grouping option (middle screen up right) from Month/Year to
Scan reference.

The system displays the list of account sheets grouped by Scan reference
(below right)

— 6‘ Acw}"‘ Sheels Monioar = e Nxx,unl Sh B Sos s

Account sheet no 44 ™
& 123a55.F12345 B 123as6.F12345a
PMON ! 1611 )
WHATS UP?
| &M QOING ON MISSION Juty 2021 123457.F12345A
=i
M sheet no 457 b
dtoa E 7scass.Fi23asa B8 A
o
=]

WHERE DO YOUWANT TO GO ?

6  7ss123.F123458 B 123458 F123454
= Account
o=
Accoumt sheet no 456 Account shoot no 455
B  ass123.F12345A B 123a55.F123a5a

~

6) You can click on an account sheet in order to see the details of the account
sheet (below left).
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7) Inthe Account sheet view you can download the Detailed Account sheet PDF
file to see all the details of your reimbursement per each line of expense
(below left, above General Information)

8) You can additionally view your original reimbursement request by clicking
on the original request (below left).

9) The system will open the original request with all the details in view mode.
(below middle)

10) You can see all the account sheets associated with this reimbursement request
if you click on the Account sheets tab (below middle and below right)

11) You can navigate back to the account sheet details page by clicking an
Account sheet from the list. (below right and below left)

Account sheets

X View request

X View request

@ Account sheet no 459

Download detailed PDF file DETAILS

ACCOUNT SHEETS DETAILS ACCOUNT SHEETS

General information General details November 2021
Account sheet no 459

B 123456 F12345A

Requested on 16/11/2021

Normal

Scan ref ference
123456.F71234A

@ Finished

Request type
Normal Scan ref

123456.F71234

© Total: 3,617.71 EUR

Request date O Received: 3,075.06 EUR

16/11/2021
Staff currently serving or having served in a
delegation (outside the E.U)

No

Reimbursement type
Normal
Request type

Amounts Standard

Total

3,617.71 EUR

Received
3,075.06 EUR Expenses
09/10/2021
Toy Story
MRI/Scanner

Original request O Total: 52009.7 ZAR

Standard 09/10/2021

@ Requested on 16/11/2021 2 Toy Story
Laboratory

@ Cinichod

TROUBLESHOOTING
7.1. Client Failure Limit Exceeded

Problem: When loading PMO Mobile, iPhones upgraded to i10S version 14 may enter
a loop between EU Login and PMO Mobile (screen switching back and forth between
both screens). After a while, EU Login will stop and show a message like “Client
Failure Limit Exceeded”.
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Solution: You go to iPhone's settings for Safari, then scroll down to find the “Prevent
Cross-Site Tracking” option. If this is setting is set to ON (as in the screenshot below),

No SIM = 12:43
Safari

Downloads

Show Icons in Tabs
Open Links

Close Tabs

Prevent Cross-Site Tracking Switch to OFF

Block All Cookies

Fraudulent Website Warning

Check for Apple Pay

switch it to OFF
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