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COMMON FEATURES
1.1.  Whatis MyPMO?

MyPMO is a native mobile application that allows all current and former employees
of the European Union Institutions, depending on their level of access, to view their
family insurance cards, request insurance certificates, declare medical absences,
request direct billings, to view missions, add mission document’s view meeting
details and much more directly from their mobile phone. Additionally, allows to
receive invitations and updates about meetings within European Commission,
connecting officers and experts all around the world such as lawyers, doctors, farmers
and many others.

MyPMO also allows accessing the payment slips, salaries, pension and
unemployment, together with related documents and certificates.

MyPMO can also be accessed via a browser on your computer/phone.
1.2.  Requirements

MyPMO is a native mobile application. For access via a browser, Chrome or Firefox
are recommended on Windows 10, Chrome on Android and Safari on MacOS/10S.

1.3. Access to MyPMO
MyPMO is available in the Apple App and Google Play stores.

MyPMO for internet browser is available at:
https://webgate.ec.europa.eu/MYPMO (Case sensitive URL).

The MyPMO 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 are available at:

https://webgate.ec.europa.eu/cas/userdata/mobile App/manageMyMobileDevices.cqi

EC staff and other European institutions and agencies can access MyPMO with the
same access rights they have for Health and MIPS applications. External experts may
access experts meetings (AGM).


https://webgate.ec.europa.eu/MYPMO
https://webgate.ec.europa.eu/cas/userdata/mobileApp/manageMyMobileDevices.cgi

b TATRTE
on ﬂyﬁ}{*w es o
il & 2o Hello Unknown Unknown
English (en) Welcome to MyPMO

Sign in to continue = A
Reimbursement Accident
requests declarations

D Sign in with the EU Login Mobile
app » +
Affiliation to
Add favourite
External Insurance
nter your e-mail address
e ervices

Recent items
Greate an account Next )
Standard
Or Requested on
07/11/2023 11:41

Total: 6514.89 ZAR

Siam in vith your £ID
© Fisnes
Sign.in with Facebook
Standard
Signin with Twitter Last updated on
17112023 08:36

Total: 3970.14 ZAR

o« |~ Jo

Sign.in vith Google

B oet

Standard
Easy, fast and secure: download the EU Login aj ) Requestedon
4 oan 0211172023 12:14
b oo

Total: 99316.3 ZAR

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

1.4.  Access to MyPMO from OnTheGo

The tool is also available in “EC on the Go” for EC and Agencies staff at:
https://webgate.ec.europa.eu/cotg/home

https://webgate.ec.europa.eu/cotg/home

If a browser is preferred, then we recommend using Chrome on Android or Safari on
I10S, it can also be accessed through Chrome or Firefox on Windows 10.

1.5. Home page

The home page displays the list of available actions.

Drawer menu > « —— Notifications
Hello Unknown Unknown y
ko i ARANO - — Technical
' L W g n

Reimbursement Administrative
S requests data
Favourites area ——» || RS )
s 7
3 +
Direct Billings Add favourite
) \ z A
All available

services list

Recent updated items

ﬁl <— Add floating button
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1.5.1. Drawer menu

The drawer menu provides access to the following options:

Logout (for further details see 1.10 Log out)
Change language (for further details see 1.9 Change language)

Service list — a list with direct links to all available services, grouped
by type

FAQ — link to the Frequently Asked Questions section

About — information about the application version (for further details
see 1.8 View App details and confidentiality statement)

User guide — external redirect to the user guide in PDF file. This action
will open a browser and display the PDF.

Privacy statement — the confidentiality statement (for further details
see 1.8 View App details and confidentiality statement)

Unknown UNKNOWN X
Connected - Logout

¥  Language English ~

Reimbursement requests

Account sheets

Administrative data

Insurance cerlificates

Direct Billings

Accident declarations

Prior authorisations

Affiliation to External Insurance

POEOEEPE@D® |

FAQ

About

User guide

Privacy statement




1.5.2. Notifications

This menu will redirect the user to the Notifications area, as described in 2
Notifications)

1.5.3. All services list

The "View all services” will redirect the user to a complete list of available
services, grouped by type (e.g. My Health, My Missions). In this screen, the
user can also set services as favourites, as described in the next section.

1.5.4. Favourites

The Favourites area displays the services set as favourites. The application
allows setting up to four (4) favourites. The user can modify the favourites as
many times as needed.

Setting a service as favourite can be done in two ways:
A. Home page

In Home page, if there are less than 4 services set as favourite, a favourite
card will display “Add favourite” and tapping on it will redirect the user
to the service list where can set the favourites.

Hello Unknown Unknown ©)
Welcome to MyPMO .

' ™ ' N
® KX
Reimbursement

Direct Billings
requests

\ J N\ S

4 N\ N

» +
Affiliation to )
Add favourite
External Insurance

\, 4N J

View all services >

B. All services list

The service list displays a yellow star next to each service. If the star is
filled, then that service is set as favourite. If the star is empty, then it is not
set as favourite. Switching between full/empty star can be done by tapping
on the star. If there are already 4 services set as favourite, tapping on the
fifth empty star will result in an informative message informing the user
that will need to remove one favourite to set a new one.



€ Allservices € All services

Q

My Health
ReiMDUrsEment requests
Account sheets
Administratve aaa

8.) msurance certnicates
Direct Billings
Accident declarations

Prior authorisations

Afliliation 1o External insurance

OIOICIGIOIOIOIO;

Reimbursement requests

Account sheets

Administrative data

Insurance certificates

Direct Billings

Accident ceclarations

Prior authorisations

Affiliation to External Insurance

POOOE®EOO® ;

You have reachied the Bmit of favourites. Remove one if

you want to select anather.

Q

1.5.5. Add floating button

The Add floating button from the Home page is a dynamic button allowing
users to start the process of creating an item set as favourite. The contents of
the button is depending on the services set as favourite.

Hello Unknown Unknown
Welcome to MyPMO

s N '

Reimbursement

declarations

requests
\, VRN J
- N 7 N
Acé\cfent Affiliation to

L "

External Insurance

\ J

View all services >

Recent items

Standard

Requested on
071112023 11:41
Tolal: 6514.89 ZAR

@ Fiished
Mew reimbursement request
Standard
Last updated on
17/11/2023 08:36
Tolal: 3970.14 ZAR

New direct billing

G o=t Mew acoident deciaration
Standard

Requested on

02/11/2023 12:14

Total: 99316.3 ZAR
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1.5.6. Recent items

The Recent items area lists the last 5 items that were recently updated by the user.
From here, one can quickly access a recent modified item, such as a reimbursement
request to perform the available actions, depending on the item’s status.

1.5.7. Technical Assistance

The Technical Assistance button will open a dedicated menu with the following

options:

e Call PMO - this will activate the phone’s call feature and suggest dialling
PMO’s contact number: +32 2 291 11 11 (from 9h30 to 12h30)

e Technical support — this will activate the mobile’s mail app proposing to send
an email to PMO’s technical

APPLICATIONS@ec.europa.eu

support contact

Hello Unknown Unknown
Welcome to MyPMO

4 '
& -
Insurance
certificates

r

B *

Direct Billings

A
Accident
declarations

= *

Prior authorisations

Recent items

omwed

Normal
© Total: 78.70 EUR

(] Technical Support

VVgXyQ UsBUgQigUl
230427 F31829

Requested on 27/04/2023

04/04/2023 - 03/04/2024

Account sheet no 1045
240103 F98234A
Requested on 03/01/2024

™ Received: 66.90 EUR

%, Call PMO (from 9h30 to 12h30)

1.6. 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 tap on the three dots 5
next to the item or, alternatively, you swipe the item to the left side of the screen using

a finger motion (the slide action).

11
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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 tap on the 5
slide the item to the left side of the screen.

icon or

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

< Direct Billings All - & Direct Billings
May 2024 May 2024
QozZUZ tPOdya )Z tPOdya
Requested on 02/05/2024 iled on 02/05/2024
Standard rd
Spain —_—
Finger swipe left
G o=t 9 P raft
March 2024 March 2024
Mzv Buyrlv'W Mzv BuyrivW
Requested on 19/03/2024 Requested on 19/03/2024
Standard Standard
© Ongoing Q Orgoing
MNovember 2021 Movember 2021

QozZUZ tPOdya
Requested on 1371172021
Standard

October 2021

QozZUZ tPOdya
Requested on 13/11/2021
Standard

€@ 'aiing for additional information

October 2021

1.7.  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 and continue working on it, otherwise the data will be lost.

rect billing req..

Main details e

Beneficiary
TOY STORY

Type of request
QOccupational disease

Date”
Tap/click to select date -
E-mail io receive documents

Closing without saving

Are you sure you want fo close
this page without first saving or
submitting?
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1.8.  View App details and confidentiality statement

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

r
Unknown UNKNOWN

@  Workas: Unknown UNKNOWN X
@& (ESTATE 4) Job: -200000040 COM

Connected - Logout
¥,  Language English -
My Health

My Missions

FAQ

About

User guide

Privacy statement

1.9. Change language

To change the language, tap on the = icon then select the language from the
languages list.

Unknown UNKNOWN
» Work as. Unknown UNKNOWN
@& (ESTATE.) Job: -200000040 COM
Connected - Logout

i Language English ~

My Health

My Missions

FAQ

About

User guide English

Privacy statement Frangais
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1.10. Log out

To log out, tap on the — icon then select “Logout”.

Unknown UNKNOWN
@ VWorkas Unknown UNKNOWN X
- £.-200000040 COM

Language English ~

My Health

My Missions

FAQ

About

User guide

Privacy statement
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2.

NOTIFICATIONS

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

For the functionalities already implemented on MyPMO, the notification link will
lead to the specific MyPMO functionality. For the functionalities not implemented
in MyPMO, the notification will point back to the domain-specific desktop
application.

2.1.  Visualizing a notification
1) Tap 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 tapping on the “All”. It will
display the list of available filters. (right below)

= @ [} Notifications JSIS Online ~
Hello Unknown Unknown ® CORPORATE
Welcome to MyPMO
( N [ h 5 NVITATION FOR HEALTH INVITATION FOR HEALTH 20002023
[ ] A 22  SCREEN AME 3%  SCREENING PROGRAMME
Reimbursement Accident hadiinns Your fewiiabion for 1 hesiin
requests declarations SUDNG PEos L
. s\ > Affiliation request for external Affiliation request for external 02032023
A insurer A insuter ,
' N\ [ D Your affation request to externs Your affiation request to extermat .
+ insurer has been approve Insurer has been approved.
Affiliation to .
External Insurance Add favourite g V€W ACCOUNE Sheel New account sheet 1712022
@ You have a now account shee! ' You have a new account sheet >
g O\ v, available in your JSIS on line avaitable in your JSIS on ne.
View all services > e New account sheet New account sheet 1nanzz
@ You have a new & t sheet ' You have a new account sheet >
Recent items IVESIEDN. 1 YOUF SIS ol avaitable In your JSIS on ine
Standard e Newaccount sheet 081002022 New account sheet 0ar102022
e on ) o e s et i B oo s s crinst st
07/11/2023 11:41 available in your JSIS on line.. available in your JSIS on line...
Total: 6514.89 ZAR
o 0810 New account sheet 08102022
@ Finishes @ ccou eet . You have a new account sheet b4
avails SIS on line.. avallable in your JSIS on line...
Standard
B) Lastupdated on R 1o acooun: e gl Sweese
17‘11‘;023 0836 & vounave anewaccount sneat & vouhave a new account sheet >
R avadable in your JSIS avallable in your JSIS on Wne.
Total: 3970.14 ZAR
cmts New account sheet 15002022
G o= Q - You have a new account sheet >
P
Standard MO Motile
Requested on ==,
02/11/2023 1214 £o 4 JsIS Online
Total: 99316.3 ZAR

5) When you tap on the notification, you can see the details of the notification:
text and attached documents, if any. (left below) If you tap on an attachment,
it will open on the screen. (left right)
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X Notification DETAILS %  Open document

Direct billing - additional info
DIRECT_BILLING

Sent: 25-11-2021, 07:28

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

Attachment

% Open document

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

documents etc)

Note: If the functionality is not yet implemented in MyPMO, the “Details” button
does not appear.
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3. ADMINISTRATIVE DATA (JSIS)
3.1.  View Administrative data
JSIS members can view the insurance cards for all family members covered by JSIS.

From the service list, tap on “My Administrative data”. The App will display all
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 an insurance card to view more details (below middle and right). The
details are organized in tabs, below the beneficiary’s name.

¢  Administrative data X  TOY STORY X  TOY STORY

IDENTITY COVER ADDRESS  RELATIONSHIP IDENTITY COVER ADDRESS  RELATIONSHIP

TOY STORY Afiliate 12345 O @ + Affliate 12345 O @ +
Affiliate o Tov Sickness and accident
v +
STORY Sickness Primary @
Eurapean Unicn Official Health Insurance m Birth date 011011971 Accident Covered +
BUGS BUNNY Gender Man &
STIEE Personnel# 12345 Commission
L
SLron Cmn Marital status Married Valid from 16/09/2006
Mationalit Estonian
Eurapean Unicn Offcial Heallh Insurance m '
WINNIE THE POOH BANC 6000
Child Euro

anguages English, French

English

Eurapean Unicn Offial Heallh Insuranca [ 27 |

For other questions related to the 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?In=en

17
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INSURANCE CERTIFIC

4.1. View Insuran

ATES (JSIS)

ce Certificates

From the service list, select “Insurance certificates” to view all certificates requested

so far.

b

Unknown UNKNOWN X
Connected - Logout

Language Engiish ~

Reimbursement requests

Account sheets

Administrative data

Insurance certificates

Note: The floating action button (FAB)

insurance certificate.

PEOOEE®® !

Direct Billings

Accident declarations

Prior authorisations

Affiliation to External Insurance

FAQ

About

User guide

Privacy statement

€ Insurance certificates

November 2021

QozZUZ tPOdya
9 ISIS primary coverage certificate
Request date 22/11/2021

Your certi

te is being created

@ Submited

Mazv BuyrivW
9 JSIS primary coverage certficate
Request date 22/11/2021

Your certi

s being created
@ Sibmited
June 2021
Mazv BuyrW
9 JSIS primary coverage certficate
2021

Request date
Your certificate is being created

@ swmitea

QozZUZ tPOdya
ISIS primary coverage certificate
e 11/06/2021

February 2017

Mzv Buyriv
@ Certificate of JSIS cover, specilying the
of cover

Request date 10/02/2017

will allow you to request

+

a new

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

€ Insurance certificates

November 2021

QozZUZ tPOdya
9 JSIS primary
Request date 22/11/2021

erage certificate

Your certificate is being created

Q@ suomita

Mzv BuyrlvW
e JSIS primary cov
Request date 22/11/2021

June 2021

ge cerificate

Your ertificate is being created

@ suemites

Mzv BuyrlvW

JSIS primary coverage ceriificate
Request date
Your certificat

@ suomives

QozZUZ tPOdya

JSIS primary coverage certificate
Request date
Your certificate is being created

© suomived

February 2017

Mzv BuyrlvW

Certificate of JSIS cover. specifying the | 4 =

of cover
Request date 10/02/2017

X View certificate

R



4.2.  Request Insurance Certificates

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

JSIS.

Steps:

1) From the service list, select “Insurance certificates”

+

2) Taponthe

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) Tap Send.

< Insurance certificates

November

2021

X Request insurance ...

X Request insurance ... SEND

iﬁzZUZtPOdva Select beneficiary Select beneficiary

3:? @ froy story @ Toy story 9
ugs Bunny Bugs Bunny 9
azz Mania Tazz Mania v

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

February 2017

Mzv BuyrvW
@ Certficate of JSIS cover, specifying the (4= >
of cover

6)

7)

8)

9)

Request date 10/02/2017

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”.

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

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

Select the insurance certificate to view it.
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€ Insurance certificates € My insurance certificates X View certificate

February 2024
November 2022
Zpeb CepYpTg
Certificate for the "Viaamse Zorgkas™ TOY STORY
Request date 29/02/2024 @

ap  Certificate for the "Hulk"
Request date 04/11/2022

Your certificate is being created

[] lable
June 2014
Zpeb CepYpTg October 2022
Certificate of JSIS cover (for holidays, school
trips, university, etc) TOY STORY
Request date 12/06/2014 ®

&g Certificate for the "Hulk"

Your certificate is being created
Document date 26/10/2022

0=
© Available
February 2022
TOY STORY

3 Certificate for the "Hulk"
Request date 22/02/2022

© Submitted
November 2021
@ BUGS BUNNY
Mg JSIS primary coverage certificate
+ Request date 22/11/2021 +
£ Suhmittad
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DIRECT BILLINGS (JSIS)

5.1.

View direct billings

From the service list, select “Direct Billings” to view all direct billings requests

created so far (left be

low).

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

(middle below).

Unknown UNKNOWN
Connected - Logout

kA

My Health

Language

Reimbursement requests

Account shests

Send COVID-19 report

Administrative data

nsurance certificates

X ¢ Direct Billings
September 2015
English ~
SLmj amEpFvz
@ Requested on 25/08/2015
Serious liness
Qo
February 2013

CCBW NeHrQ
Requested on 19/02/2013
Standard

ltaly

®

(]
December 2010

cCBW NeHrO

Direct illings

Requested on 21/12/2010
Standard
Luxemburg

|

Accident declarations

Prior authorisations

Medical absences

Affiliation o External Insu

HOOOOEP®EE®®

-~
=]

o

rance

All + X View direct billing

General Information

Main document ref

211010 P56668

Y Status
Qo0zZUZ tPOdya Accepted
Type Requested on
Standard 1011012021
Starcate o date
09/10/2021 0911172021

Receve letter in email

Guy.Wiltgenpensionec@yahoo.com

Care provider

Guild Road Parktown West 2193 991155
9 2193 Johannesburg
South Africa

Direct Biling Reason

Hospitalisation for treatment or operation

Short deseription of the fype of operation

Michelle is still under examination as the
reason for the severs iiness and the lenght of
stay is not yet known. A number of
examination, labtests and scans have be done
- and are to be paid seperale

Expected date of admission to hospita!

VIEW REQUEST

You can tap on an existing direct billing to view more details (right above). You can
also choose to edit or delete a direct billing in Draft status by tapping on the three dots

icon

The floating action button (FAB)

next to the direct billing.

¢ Direct Billings All +

February 2024

®)

Mzv Buyriviv

Req
Standar

[/
November 2021

@)

QozZUZ tPOdya
Requested on 15/11/2021
Standard

o
October 2021

®)

QozZUZ tPOdya
Requested on 10/10/2021
Standard

South Africa

L]
February 2010

@)

pRDYTQ gmDXK
Requested on 16/02/2010
Standard
Germany

L]

September 2009

®

15/09/2009
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< Direct Billings

February 2024

Mzv BuyrvW

Requested on 29/02/2024

®)
.

November 2021 Edit

Delete

QozZU;
Requested on 15/11/2021
Standard

@ Wiing for sdtionalnfornaion

Oclober 2021

(®)

Standard
South Africa

[ re—

February 2010

Germany

L

QozZUZ tPOdya
Requesed on 10/10/2021

pRDYrQ gmDXK
Requested on 16/02/2010
Standard

L J

allows you to create a new direct billing.



5.2.  Create a new direct billing
JSIS members can request a direct billing for all family members covered by JSIS.
Steps:

1) From the service list, select “Direct billings”

+
2) Taponthe icon.
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.

¢ Direct Billings b= X  Create directbiling ..  save X  Create direct billing ___

February 2024

S Main details o Main details e
Mz yriviy
EXy ) Requested on 2910272024 Beneficiary * Bensficiary *
Standard ; Bensfizary . o
Toy Story Toy Story
G o
Type of request * Type of request *
. -
Movember 2021 Standard Standard
- QozZUZ tPOdya E-mail to receive documents E-mail to receive documents
Edsy ) Requested on 151172021
Standard
(]
Oclober 2021
QozZUZ tPOdya
Requested on 10/10/2021
Standard
South Africa
February 2010
pRbYrQ gmiDXK
Requested on 16/02/2010 Standard
Standard
Germany .
Accident
September 2009 Occupational disease
Mzv BuyriviV' + S . - ) .
Requested on 15/09/2009 10f4 NEXT > Direct billing for serious iliness
Saricuis linass

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 modifying your direct billings in
the desktop application.

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

Care provider

(® Search for a care provider

Country *
Belgium

X Create direct billing ...

Care provider L1

() Search for a care provider

@ Fill in the details

Name of the care center *

Care provider *

CLIN. UNIV. STLUC - UCLSERVICEC... »

Strest *
AVENUE HIPPOCRATE 10
9 1200 BRUXELLES
Belgium Humber * Box
h JSIS Postal Code * City *
() Fillin the details
Country *
Tel * Fax
E-mail *

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

¢ PREVIOUS 20f4 NEXT » < FREVIOUS 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
and agreed with the General Conditions, you can send your direct billing by
tapping Send.

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

Create direct billing ...  save

Create direct billing ...

Create direct billing .. SAVE

hospitalisation will be paid by
your settlements office. If you...

Reason L] Hospitalisations - Direct billing [ ]

| do hereby certify that my direct billing
request is not related to one of the
situation described below:

Category *

Hospitalisation Complementary info

Reason * Short description of the type of operation *

I . a stay in an institution which is not a
Hospitalisation for treatment or operation

general hospital

a stay of more than 60 days

a stay for plastic or reconstructive
surgery

hard operation

All invoices issued by the

hespital and linked to your Expected date of sdmission to hospital *

hospitalisation will be paid by 2610612023 v a stay for a gastric bypass operation
your setflements office. If you... s a stay for rehabilitation which is not
Select 2 prior uthodsation following a hospitalisation with
Toy Story: 2301241294835 (23/01/2023 - 7 operation

Complementary info a stay in a psychiatric hospital or clinic
a stay in a clinic specialising in
screening/check-up

a stay in sheltered housing

a stay in a clinic for a fitness cure or

rejuvenation treatment

Attach documents

ort description of the type of operation *

hard operation

@ SCAN DOCUMENT + SELECT FILE

Expected date of admission to hospital *

26/06/2023

- | do hereby certify that
my direct billing request
is not related to one of
the situation described
above (If you do not
toggle the answer to

- this nuaction won will

Select 3 prior authorisation

Toy Story: 2301241294835 (23/01/2023 -

Attach documents

¢ PREVIOUS 3of4 NEXT ) ¢ PREVIOUS Jof4 NEXT ) < FREVIOUS 4015 NEXT
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Create direct billing ___ X  Create direct billing ... SAVE

26/06/2023

Summary 1]

Toy Story 1294835 (23/01/2023 -

Standard

Care provider

General Conditions

AVENUE HIPPOCRATE 10 . .
9 1200 BRUXELLES | am aware of and undertake to

Belgium . comply with the conditions and rules
in force

| have noted that persons who are entitied to
Direct Billing Reason the foregoing benefits shall declare the
amount of any reimbursements paid or which
they can claim under any other sickness
insurance scheme provided for by law or
regulation for themselves or for persons
covered by their insurance. (cfr. Aricle 72§4
of the Staff Regulations)

Hospitalisation for treatment or operation
Short description of the type of operation
hard operation

¢ PREVIOUS 50f5 < PREVIOUS 505 SEND

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

5.3. Adding additional 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 tap
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,
tap on the item and add the additional info required.

Steps:

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

a. Tap on “Add Info”

b. Fill in the “General comment” text field
c. Attach additional documents, if needed
d. Tap “Send”

2) The additional information will be appended to the existing item (below right)
and will appear as “Submitted”.
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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.

X View droct biling X Add indo to direct biling AT X View direct biling

B PCADINF - Deect biing 808 info heter

!
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6. ACCIDENT DECLARATIONS (JSIS)
6.1. View Accident Declarations
JSIS members can view the history of their declarations of accident.

From the service list, select “Accident declarations”. The app will display the list of
accident declarations submitted, ongoing or closed.

The beneficiary’s name submitted and accident date, the category and the status are
displayed.

You may view the details of a declaration by selecting it.

-~ W .
Connecled - Logout

- March 2024 Accident details
'}'ﬁ Language English
Zpeh Cepypig Third party involved
My Health Submitted on 01/03/2024 P —

be

Accident on 01/03/2024 Yag
. Private
Reimbursement requests Beneficiary
©Q Ongoing

Account sheets Zpeb CepYpTg

Accident on
Send COVID-15 report 01/03/2024

Submitted on
Administrative data

01/03/2024
Insurance certificates Scan reference

) . 240301 AR14062
Direct Billings
Private phone

Accident declarations +32123456739

Injuries
Prior authorisations

arm broken
Medical absences Circumstances

car accident
Affiliation to External Insurance

0002 o000

Category

+
The floating action button (FAB) allows you to create a new declaration.

6.2. Create new accident declaration
JSIS members can create a new accident declaration.
To create a new declaration, follow the steps:

1) From the service list, select “Accident declarations”.

+
2) Taponthe icon.
3) Enter the accident date, tap done.
4) Select if a Third party was involved: Yes/No.

5) Select the beneficiary from the list.
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6) Enter the private phone with the country extension (e.g. +32...).

7) If accident date is older than 14 days, fill the reason for late declaration.

8) Enter the injuries.

9) Provide the circumstances of the accident.

10) Select the category from the list: private, sport, work or on the way to work.

11) Start by typing the name of the country where the accident happened or select
directly from the list.

12) You can choose “Work disability” by switching on the toggle button right
below the Country list.

13) By switching on the toggle button right you can inform as well if the police
were involved.

14) Tap Q@ add document” to upload documents.

15) Tap “scan document” to take a photo of the medical certificate with your
mobile phone or tap “+ select file” to select a document from the mobile
gallery.

16) If necessary, update the file name, otherwise will have the same name from
the mobile phone.

17) Select the type of document to attach: Medical certificate, Police report (if
“police involved” selected), 3™ party insurance (if Third Party is yes).

18) Insert a comment about the document, if relevant.

19) Tap “Done” to save the document with the details or “x” to cancel.

20) General conditions should be accepted, by switching on the toggle button
right, in order to be able to submit the accident declaration.

21) Tap “Send” to submit your accident declaration. The Send button will only be
enabled when all mandatory fields are filled in.

22) The app confirms that the accident declaration was sent and adds the
declaration to the list of accident declarations.
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Accident declarations

March 2024

Zpeb Cepypta

Submitted on 05032024

Accident on 02/03/2024

Private

@ submitted

Zpeb Cepyptg
@ Submitted on 01/03/2024

Accident on 01/03/2024

Private

Q@ ongaing

Accident details
Accident on *

03/03/2024
Third party inwolved *

Yes v
Beneficiary *

Zpeb Cepyptg -
Private phone

+32 000 000 000

Imjuries *

(write Injuries here)
Circumstances *

(write circumstance here)

Category *
Select -
Country *
»
Work disability
_
Send
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MEDICAL ABSENCES (JSIS)
7.1. View Medical Absences
JSIS members can view submitted medical absences.

From the service list, select “Medical absences”. The App will display the list of
absences submitted.

You may view the details of an absence by selecting it.

Note: You will only see these certificates that were submitted through the JSIS mobile
application.

@ Unknown UNKNOWN b4 ¢  Medical absences *  View absence
4  Connected - Logout
December 2023
¥,  Language English = Absence details
From 18/12/2023 to 18/12/2023
My Healih B siness 4
Sant on 18/12/2023 181212023 Al
@0 Reimbursement requests Erd dat
® PM
181212023 !
== Account sheel From 18/12/2023 to 18/12/2023
o8  Account sheets & - < - ;:IK:ST!:"J
Sant o 12122023 chness
* Send COVID-19 report
@ Attachment *
@  Adminisietive data From 141122023 to 14/12/2023
‘! Sickness ﬁ cerificale-24619
Sent on 14122023
£ Myinsurance certificates e
(] My contact information
“l Direct Billings
Anguila
A Accident geclarations
Doctor's information
& Frior autharisations
Antigua and Barbuda
| Medical absences |
* Affiliation to External Insurance Sent on
[ 3
FAQ
June 2023
About +
On 26/06/2023
User quide & oo

+
The floating action button (FAB) will allow you to declare a new absence.

7.2. Declare Medical Absence
JSIS members can declare medical absences.
To submit a new absence, follow the steps:

1) From the service list, select “Medical absences”.

+
2) Taponthe icon.
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[T
>

Connected - Logout

€  Medical absences

February 2024

Y,q Language English ~

From 07/02/2024 to 07/02/2024
Sickness

Reimbursement requesis Sent on OT/02/2024

L]
Account sheets
Send COVID-19 report
Administrative data
Insurance certificates
Direct Billings

Accident declarations

Prior authorisations

Medical absences

PWEOP®E@®@®® !

3) The App may display a reminder as to actual deadlines. If this is the case,
close the reminder. By leaving the checkbox “Do not show again” checked,
the App will not show this reminder again.

Note: Depending on the screen size, users may have to scroll down to access
the “Do not show again” option and access the “Close window” button.

X Add medical absence

Reminder about deadlines

X Add medical absence

IMedical Absences unit within 5 calendar days (by
post, email or fax), mentioning your personal
number.

,
Sickness Sickness during annual/maternity leave

4) Enter Start and End date of the medical absence. Specify whether it is AM or

PM.

You have to inform your immediate superior as
soon as possible during the first hours of your
absence and send a medical certificate to the
IMedical Absences unit within 5 calendar days (by
post, email or fax), mentioning your personal
number.

Sickness during annual/maternity leave

If the first day of sick leave is a day of annual leave
or matemity leave:

always inform your supervisor in all cases of
absence due to illness, accident or
hospitalization

send your ceriificate within 48 hours

WITH your actual contact details (address
phone/email)

WITH also contact details of the doctor who
wrote your certificate (name, address
phone/email).

If the contact details are missing, or if the 48h
deadline is not respected, the day of annual leave]
cannot be recuperated

Calculation of the 48h deadline: 1st day of

If the first day of sick leave is a day of annual leave
or matemity leave:

+ always inform your supervisor in all cases of
absence due to iliness, accident or
hospitalization

send your ceriificate within 48 hours

+ WITH your actual contact details (address,
phone/email)

WITH also contact details of the doctor who
wrote your certificate (name, address
phone/email).

If the contact details are missing, or if the 48n
deadline is not respected, the day of annual leave
cannot be recuperated

Calculation of the 48h deadline: 1st day of
incapacity = 24h - 2nd day of incapacity = 48h

Link to My IntraComm

Scroll down

X CLOSE

Do not show again

5) Select the type of absence, sickness or accident.
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6)

7)

8)
9)

Tap “Add document” to take a photo of the medical absence with your mobile
phone. Multiple documents can be added.

Provide additional information, when relevant (during annual leave, medical
part time.).

Add additional comments, when needed.

Tap “Send” to submit your medical absence. The Send button will only be
enabled when all mandatory fields are filled in.

10) The app confirms that the medical certificate was sent and adds the absence

to the list of declared absences.

%  Add medical absence x  Add medical absence R e red Tl e

. o November 2022
Absence details During annual leave »
From 04/11/2022 to 04/11/2022
Start date* ickne:
= A Medical part time » @ Sickness
26/06/2023 - Sent on 04/11/2022
End date * Extension »
26/06/2023 v FM
. Hospitalisation » October 2022
ype of absence *
Accident Telework Allowed » From 27/10/2022 to 2711012022
Agcident gate * & Sickness
. Sent on 27/10/2022
26/0612023 My contact information
@ submitted
Attachment * Country *

8 SCAN DOCUMENT

Additional information

During annual leave

+ SELECT FILE

Doctor's information

Dactor's name

Medical part time

Extension

Hospitalisation

Notes:

1.

» Country *
»
Additional comments Your Medical Absence is now pending for
» submittion 1o the Medical Service. You will get
notified when it's finally submitied
»

You are not obliged to send medical certificates from MyPMO, you can
follow the procedure available in Staff Matters Portal.

Your line manager will not be informed when your medical absence was
submitted.

Once submitted, medical absences may not be removed or edited. When
needed, you can follow the procedure available here:

https://myintracomm.ec.europa.eu/staff/EN/health/specific-
events/Pages/sickness.aspx?In=en
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8. REIMBURSEMENT REQUESTS (JSIS)
8.1.  View reimbursement requests

1) From the service list, 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 tapping on the
three dots icon * next to the request. (below middle)
4) Tap on an existing reimbursement request to view the request information. If

the request has been submitted, you can see the Scan reference code. (below
right)

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

| En oo [LTHIECH VYR e ¢ Reimbursementrequ... Al X View request
- Connected - Logout
) March 2024 General details 2
3{.\ Language English ~
Standard Scan ref
Requested an 240301.T02470 @ onwig
01/02/2024 14:47 .
Total: 10 EUR i
Reimbursement requesis
o I‘.Jo.
Account shests February 2024 Request type
Standard
Standard
Send COVID-19 report Requested on
28/02/2024 18:50
Total: 25 EUR
Administrative data Expenses
(]
01/03/2024
Insurance certificates January 2024 1 Zpeb Cepyptg

Medicine / pharmaceutical product

Standard ) Totst: 10EUR
Direct Billings Requested on
12001/2024 21:41 .

Total: 283.56 EUR
Supporting documents

@O ®E®®O)|

Accident declarations
1]
Supporting document 1.jpg
: - December 2023 D.I Linked expenses
Prior authorisations +
Standard 1 Medicine / pharmaceutical preduct
@ Reguested on

8.2.  Create a new reimbursement request

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

There are six different types of reimbursement requests in MyPMO:
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e Standard reimbursement
e Accident reimbursement
e Occupational disease
e Serious illness
e JSIS Health Screening Programme
e Medical services
o Spectacles for work
o Annual medical check-up

All types of reimbursements share the same principle with the Standard
reimbursement flow, with the following notes: additional details are requested, and
the list of expenses is tailored according to the reimbursement type. In the next chapter
we can see the in detail each reimbursement type creation.

8.2.1. Create a standard reimbursement request
Standard reimbursement steps:

1) From the service list, select “Reimbursement requests”

+
2) Taponthe icon to add a new reimbursement request. (below left)

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

4) Choose “Standard” request type from list. Tap “Next”

Unknown UNKNOWN X X Create request X  Create request
Connected - Logout

% Main details Main details

Language English ~
Request type Request type *
Standard O Standard .

Reimbursement reguests A Staff currently sesving of having served in 3
I‘.lo.- S - delegation {outside the E.Uj*
No

>

Account sheets

Send COVID-19 report

Administrative data

Insurance cerlificates

Standard

Direct Billings
Accident

Accident declarations Occupational disease

o Reimbursement for serious illness
Prior authorisations

R =D JSIS Health Screening Programme

)@®®EO®E® @)
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5) System displays Step2 - List of expenses.

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

7) 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)

8) Select the Beneficiary.

9) 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.

Note: You can choose to change the language of the Treatment detail by
tapping 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 *  Add expense

Traztment date

26/06/2023

Bensfisiary -
Toy STORY N @] Medicine / pharmaceutical product

Gountry * () Acupuncture
Luxemburg - ’

Currency * ()] Ambulance/iransport costs
) Analyses and tests

Treatment details
Analyses and tests with prior

Trpe ] A
Select » @ authorisation
o Annual visit package - Agencies /
Total cost” EUR = Outside EU
Reimbursement from another source IS] Annual visit package — Agencies /
- Outside EU
Source 1 EUR = )
@] COVID-19 test
Source 2 EUR - )
@) COVID-19 vaccination
+ () Colonoscopy
Commen t -

() Confinement
€ PREVIOUS 2074 NEXT >

11) Select the Country.

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 tap
“Save”. (below left)
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x  Add expense SAVE b e List of expenses

26/06/2023
L] Toy Story
1 Medicine / pharmaceutical

Toy STORY N product
3 Totsl: DEUR

Luxemburg 3
EUR - Euro
Treatment details 0

Medicine f pharmaceutical product ® @

o Add medicine

Total cost* EUR
Reimbursement from another source
Source 1 EUR -
+
Source 2 EUR -~

14) The system will save and add your expense to the list of expenses (below
right)
15) You can choose to add a new expense in the list of expenses by tapping 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) Tap on the G 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. Tap 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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) Add xpense S ) Add medicine PONE

26/06/2023 Treatment date * o ]
Medicine details
[ 1] Toy Story 26/06/2023 v
1 Medicine / phamaceutical Bengficiary * Medicine | Pharmaseutical product

product -
Toy STORY IBUFEN L

() Total: 0 EUR 4
Country *
South Africa Number * Amount per unit *
Currency * 1 100 ZAR

ZAR - South African Rand
. . 0.00 ZAR
Treatment details Total amount

Reimbursement from another source

Type
Medicine / pharmaceutical product,

e Add medicine

Total cost * 0.00 ZAR

Source 1 .00 ZAR

Source 1 100 ZAR

Reimbursement from another source

Source 1 0.00 ZAR -+

_'_
Source 2 0.00 ZAR -~

“The expense has been saved.
Comment

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 tap 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 tapping on it or delete it by tapping on the

three dots icon * next to the request and choosing Delete. Tap 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 * 011112022
01/11/2022 - Toy Story

1 Medicine / pharmaceutical
Beneficiary * product
Toy Story ) Total 100 ZAR 1
Gountry * 01/11/2022
South Africa » Toy Story

2 Medicine / pharmaceutical
Currency * product
ZAR - South African Rand N ) Total 20 ZAR 2
Treatment details (2]

Type*
Medicine / pharmaceutical product » @

° Add medicine

= BENACOL
1x Totak: 10 ZAR

= BRUFEN
1x Totak 10 ZAR

Total cost * ZAR

Reimbursement from another source < PREVIOUS 20f4 NEXT > < PREVIOUS 3of4 NEXT >

36



+
23) Step 3 — Supporting documents. Tap 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 Supporting documents  SAVE

€ Selectanimage

a =

e

Add supporting document

Yeou can uplead 3 PDF, JPEG, BMP, GIF, PNG less,
than 10MB. Please choose High Resolution or the,
Original, if prompied

23  Take a photo

< PREVIOUS 30f4 NEXT > P Choosefile

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). Tap 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

Attachment

Supporting document 1
@ 30494 Kb

Link this file with the entire claim

Link expenses

18/09/2022

9 Manuel Silva
Annual visit package - Agencies /
Outside EU

19/09/2022
2 Rute Silva

Medicine / pharmaceutical product

]

Supporting document DONE Supporting documents  SAVE

Attachment
Supporting document 1
@ 304.94 Kb

» (R Linkihis il with the entire claim

N

]

1

Supporting document 1
Linked expenses

Annual visit package - Agencies / Outside EU

Please link one document to
the entire claim, or have at

o least one document linked per
expense.
+
< PREVIOUS 3of4 NEXT >

28) Repeat the process above and when you have finished adding your
supporting documents and linking them to the expense, tap 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 tap 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 tap 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
For entire claim

@ Supporting document 2
Linked expenses

1 WMedicine / pharmaceutical product

< PREVIOUS 3of4

NEXT »

General details

Staff currently serving or having served in a
«delegation (outside the E U)
No

Request type

Standard
Expenses
01/11/2022
1 Toy Story

Medicine / pharmaceutical product
Total: 100 ZAR €1

01/11/2022

Toy Story

Medicine / pharmaceutical product
O Total 20 AR @B 2

2

Supporting documents

~ Sunnorting documeant 2 nna

Supperting document 1.png
For entire claim

< PREVIOUS

40f4
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SEND

a For entire claim

@J Supporting document 2.png
Linked expenses

1 Medicine / pharmaceutical product

General conditions

| accept the common rules of the joint
sickness assurance scheme.

| confirm that I'm aware of the validity

and conformity criteria for supporting
documents listed here below.

| certify that this claim, together with the
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
day | receive the reimbursement account
sheet for my medical expenses and | will
submit them to the settlements office upon
request.

<{ PREVIOUS 40f4 SEND



32) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.2.2. Create an accident reimbursement request
Accident reimbursement steps:

1) From the service list, select “Reimbursement requests”

+
2) Taponthe icon to add a new reimbursement request. (below left)

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

4) Choose “Accident” request type from list.

5) Select the date of the accident (can be only in the past). Tap “Next”

X Create request X Create request X Create request

Main details Main details Main details

Request type * Request type * Reques] type *
Standard Standard - Accident

Staff currently serving or having served in a
delegation {autside the E.U) * . delegation (autside the E.LI) *
Mo Mo

|‘.]o.- on {autside the E.U

Please submit an accident report to the
accident sector in PMO within ten working
days or to the accident sector of your
Insfitution if you work at the Court of Jusfice
or The Parliament, according to the rules
Available in the staff matters portal

Standard Flease note that expenses not

related to an accident accepted
e

Accident |
separate claim of ..

by PMO must be submitted in a

Occupational disease
Reimbursement for serious illness

1of4 NEXT > JSIS Health Screening Programme 1of 4 NEXT »

6) System displays Step2 - List of expenses.
+
7) Taponthe icon to add a new expense. You are allowed to add up to five
expenses. (below left)

8) Select the Treatment date. For Accident requests, the treatment date can be
set only after the accident 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)

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

11) Depending on your selection, additional fields may appear in the expense
form: number of Sessions etc.

Note: You can choose to change the language of the Treatment detail by

tapping on the language icon, just above the Treatment list. That will switch
your list from English to French and vice versa.

% List of expenses % Add expense SAVE pe

1/2024 b
- P NSQED! I O edicine / phamaceutical product
wPg nSqEDmI
Country 'D | Acupuncture
Luxemburg
Cumency * Ambulance/iransport costs
EUR - Euro
Analyses and tests
Treatment details
() Analyses and tests with prior authorisation
» @ _
Annual visit package - Agencies / Qutside EU
Total cost ” EUR - Annual visit package - Agencies / Outside
~ EU
Reimbursement from another source
COVID-19 test
Sourece 1 EUR ~
COVID-19 vaccination
Source 2 EUR. ~
(@) Colonoscopy
» Confinement
Consultation / Visit general practitioner
Consultation Geriatrician
+ Q Consultation anaesthetist
Consultation and miscellaneous
¢ PREVIOUS 20f4 NEXT » ’ Consultation cardiologist

12) Select the Country, if needed

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

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

Treatment date * 16/01/2024

16/01/2024 v 1 Wpg Nsgedmi

Beneficiary * Ambulancefransport costs
3 Total 100 EUR

wPg nSqEDMI

Country *
Luxemburg >

Currency *
EUR - Euro

Treatment details 0
Type *

Ambulance/transport costs 4 @
Total cost * 100 EUR

Reimbursement from another source
Source 1 0.00 EUR ~

Source 2 0 EUR «

+

The expense has been saved.

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

icon. (below left)

17) You can still edit an expense by tapping on it or delete it by tapping on the

three dots icon ° next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

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

Add expense SAVE X List of expenses X Supporting documents SAVE

R \ 16/01/2024
1610172024 * | 4 WoaNsqeam
Benef . Ambulancedtransport costs
) Total: 100 EUR

s v
wPg nSqEDmI

Country

Luxemburg L4
EUR - Ewo

Treatment details o
;\,;:n-ulance."[ranspon costs > @
Total cost* 100 EUR

Reimbursement from another source

Source 1 EUR ~
Source 2 EUR -
Comment

+ +

¢ PREVIOUS 2074 < PREVIOUS 3o0f4 NEXT >
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+
19) Step 3 — Supporting documents. Tap 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.

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

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

X Supporting documents  SAVE X Supporting documents

€ Selectanimage

a =

Camera Browse

-

Add supporting document

[N ]

You can upload a PDF, JPEG, BMP, GIF, PNG less,
than 10MB. Please cheose High Resolution or the,
Original, if prompted

(0] Take a photo

¢ FREVIOUS 3of4 NEXT > P Choosefile

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

23) 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 documenis  SAVE

Attachment Attachment @  Supporting document

Linked expenses

Supporting document 1 Supporting document 1
@ 30494 Kb @ 304.94 Kb 1 Annual vist package - Agencies [ Outside EU

Link this file with the entire claim » OR Link this 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
Manuel Silva

]

Annual visit package - Agencies /
Outside EU

19/09/2022
2 Rute Silva O

Medicine / pharmaceutical product

{ PREVIOUS 3ofd NEXT »

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

25) 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).

26) You can tap 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.

27) When you’re done checking your information, confirm that you have

acknowledged the conditions of the JSIS and tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts. (below right)

* Supporting documents i

1 eral det
fuppcnmg document : General details 18/01/2024
or entire claim
9 WpgNsqedmi
Analyses and tests
Suppan ing document 2 [ Total 200 EUR
@ Linked expenses
7 ana toch scroll
Al Supporting documents
J _
Supporting document 2.pn.
15/01/2024 PP ¢ Fne
Linked expenses
Expenses 2 Analyses and tesls
18/01/2024
He Supporting document 1.png
Wpg N
1 - ) @ For entire claim
Ambu costs
3 Total: 100 EUR
18/01/2024 General conditions
2 wng qucnr-m
| 3Ccept the commeon rules of the joint
r=| fotal: 200 EUR N
sickness assurance scheme
I confirm that I'm aware of the validity and E
conformity criteria for supporting documents
Supporting documents listed here below.
Suppomng document 2.png | certify that this claim, together with the supporting
Linked expenses documents, s correct and that the invoices have
been paid for. | hereby declare that | will archive the
2 Analyses and lests original supporting documents during 18 months
E[Emﬂg on the day | receive the reimbursement
+ :“P"?m"g document 1.png account sheet for my medical expenses and | will
rente gar submit them to the settlements office upon request
< PREVIOUS Jofd NEXT > ¢ PREVIOUS 4o0f4 SEND ¢ PREVIOUS d4ofd | SEND |
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28) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.2.3. Create an occupational disease reimbursement request
Occupational disease reimbursement steps:

1) From the service list, select “Reimbursement requests”

+
2) Taponthe icon to add a new reimbursement request. (below left)

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

4) Choose “Occupational disease” request type from list.

5) Specify the date of the request. Tap “Next”

< Reimbursementrequ...  All~ X  Create request X  Create request

March 2024

Main details Main details
Standard Request type *
Requested on f Standard - Occupational disease
D1/032024 14:47 .
Total: 10 EUR :
Staff currently serving or having served in a Stall cumesly serving or havig served i &
delegation (autside the E.LI) * elegation (autside the E.U
Q No Mo
February 2024
Standard
;‘fgief;.:_“c];;g Please note that expenses not
—:.alh.:_sh:, = - o related to an occupational
e dizease recoegnised by the
o J5IS must be submitted in a...
January 2024

Standard Standard
Requested on
12001/2024 21:41 .

Accident
Total: 282.56 EUR

Occupational disease
0 -

Diecember 20232 Reimbursement for serious illness
+
Standard U515 Health Screening Programme 1ofd NEXT 3
@ Reguested on

6) System displays Step2 - List of expenses.

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

8) 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)

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

11) Depending on your selection, additional fields may appear in the expense
form: prior Authorization requests, dental cost estimates, number of Sessions
etc.

Note: You can choose to change the language of the Treatment detail by
tapping on the language icon, just above the Treatment list. That will switch
your list from English to French and vice versa.

List of expenses *  Add expense

Treatment date*
26/06/2023 v

Bensficiary *

Toy STORY N [:l Medicine / pharmaceutical product

Country *

8 A
Luxemburg 8] Acupuncture

Currency * [:] Ambulance/ftransport costs
EUR - Euro v
O Analyses and tests
Treatment details

Analyses and tests with prior

e O
Selec » @ authorisation
O Annual visit package - Agencies /
Total cost™ EUR - Outeide EU
Reimbursement from another source ~ Annual visit package — Agencies /
- Qutside EU
Source 1 EUR - )
O COVID-19 test
Source 2 EUR - )
() COVID-19 vaccination
i C () Colonoscopy
Comment

O Confinement
< PREVIOUS 20f4 NEXT »

Cancultatinn § Vicit nanaral

12) Select the Country, if needed. .

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

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

26/06/2023

26/06/2023 M [ ] Toy Story
Beneficiary * 1 Medicine / pharmaceutical
Toy STORY N product

) Totsk: DEUR
Luxemburg »
EUR - Euro
Treatment details 9

Medicine f pharmaceutical product @

° Add medicine

Total cost * EUR
Reimbursement from another source
Source 1 EUR -
+
Source 2 EUR -

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

icon. (below left)
17) 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)

18) Tap on the ° icon to add a new medicine. (below middle)

19) Select the medicine, add the number of items, the amount per item and the
amount received from other sources if any. Tap 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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26/06/2023
] Toy Story
1 Medicine / pharmaceutical
product
) Total: 0 EUR

_'_

The expense has been saved.

x  Add expense SAVE

% Add medicine DONE

Treatment date®

Medicine details

26/06/2023 T
Sanaficiary * Medicine | Pharmaceutical product *
Toy STORY IBUFEN 3
Country *
South Africa Numbser = Arnount per unit *
Currency * 1 0.00 ZAR
ZAR - South African Rand
0.00 ZAR

Treatment details Total amount *

Type * Reimbursement from another source

Medicine / pharmaceutical product,

° Add medicine

Total cost * 0.00 ZAR

Source 1 .00 ZAR

Source 1 100 ZAR

Reimbursement from another source
Source 1 0.00 ZAR -+

Source 2 0.00 ZAR -~

Comment

20) 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 tap on Save when you’re done

(below left)

21) The system will save and add your new expense to the list of expenses

(below middle)

22) You can still edit an expense by tapping on it or delete it by tapping on the

three dots icon

next to the request and choosing Delete. Tap on Next to

move to the next step. (below middle)

23) The system will move to Step 3 — Supporting documents (below right)
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< Add expense SAVE ¥ List of expenses SAVE X Supporting documents  SAVE

Treatment date * 01/11/2022
01/11/2022 - Toy Story
1 Medicine / pharmaceutical
Beneficiary * product
Toy Story O Total: 100 ZAR 6B 1
Country | 01/11/2022
South Africa » Toy Story
{ 2 Medicine / pharmaceutical
Gurrency * . product
ZAR - South African Rand O Total20ZAR @32
Treatment details (2] Add supporting document
Type * @ Yo
Medicine / pharmaceutical product » '";:'7
° Add medicine
- BENACOL
1x Total: 10 ZAR
- BRUFEN
1x Total: 10 ZAR
arF aF
Total cost * 20 ZAR .
Reimbursement from another source < PREVIOUS 20of4 NEXT > < PREVIOUS 3of4 NEXT »

+
24) Step 3 — Supporting documents. Tap onthe ~ 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.

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

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

X Supporting documents  SAVE

¢ Selectanimage

Upload document

Bl

3  Take a photo

¢ PREVIOUS 3of4 NEXT > P Choose file
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27) Once your document is uploaded, you need to link it to an expense (below
left) or to the entire claim, if relevant (below middle). Tap Done to return to
the list of supporting documents.

28) 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)

% Supporting document DONE Supporting document DONE Supporting documents  SAVE

Supporting document 1

Attachment Attachment
Linked expenses
Supporting document 1 Supporting document 1
@J 304.94 Kb @J 304.94 Kb 1 Annual vist package - Agencies / Outside EU
Link this file with the entire claim » (R 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 .I-’arLrI.Sll-.a . . 0
Annual visit package - Agencies /
Outside EU
19/09/2022
2 Rute Silva O

Medicine / pharmaceutical product

€ PREVIOUS 3ofd NEXT

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

30) 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).

31) You can tap 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.

32) When you’re done checking your information, confirm that you have

acknowledged the conditions of the JSIS and tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts. (below right)
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2

€ PREVIOUS

Supporting document 1
For entire claim

Supporting document 2
Linked expenses

Medicine / pharmaceutical product

dofd

NEXT >

General details

de
N

Occupational disease
Date
15/01/2024

Expenses

18/01/2024
1 Wpg Nsgedmi
Analyses and lests

3 Total: 250 EUR
18/01/2024
2 Wpg Nsqgedmi

Medicine [ pharmaceutical product

) Total 22EUR 8 1

Supporting documents

Supporting document 1.png

For entire claim

Supporting document 2.png
ml Linked expenses

2 Medicine / phamaceutical product

EVIOUS 4ord

8 Supporting documents -

scroll

SEND

|

® Summary

18/01/2024
2 Wpg Nsaqedmi
Medicine / pharmaceutical product

) Total 22 EUR. @B

Supporting documents
Supporting document 1.png
@ For entire claim

Supporting document 2.png

Linked expenses

2 Medicine / phamaceutical product

General conditions

| accept the common rules of the joint
sickness assurance scheme.
| confirm that I'm aware of the validity and

conformity criteria for supporting documents E

listed here below.

I certify that this claim, tegether with the 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 day | receive the reimbursement
account sheet for my medical expenses and | will
submit them to the settlements office upon request

< PREVIOUS 4014

33) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.2.4. Create a serious illness reimbursement request

For a reimbursement for serious illness request there is a pre-requisite to have a
decision registered in JSIS. Request steps:

1) From the service list, select “Reimbursement requests”

2) Taponthe

icon to add a new reimbursement request. (below left)

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

4) Choose “Reimbursement for serious illness” request type from list.
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Reimbursement requ Create request

et Main details
Standard Request type *
Requested on Reimbursement for serious illness N
01/03/2024 14:47 .
Toal: 10EUR ) Staff currently serving or having served in a
delegation (autside the E.LI) * .
@ Ongaing Mo
February 2024 Dacizian Ref. *
Standard
Fequesied on Mo reference fo a serious
23/02/2024 18:52 . ° iliness recognised by the JSIS
Total: 25 EUR * has been found. We ask you fo
submit a request for the_..
@ Onguing
January 2024 Please note that expenses not
standard e related to a serious illness
Standard naar recognised by the JSIS must
Requested on be submitted in a separate...
12/01/2024 21:41 . Accident
Total: 233.55 EUR i
) Occupational disease
0 ooging
Decamber 20232 | Reimbursement for serious illness |
Standard — JSIS Health Screening Programme 1of4 MEXT »
Feguested on

5) System will display an additional field to select the decision. Select the
decision and tap “Next”

Main details

Main details

Request type *
Reimbursement for serious ilness

Request type *
Reimbursement for serious illness

Sta cumenty serving or having senved in
delagation (outsise the £ U) *
No

Sta%f curmenty Seeving or having Served in &
delegaton outside Ma ELU) ¢

MNa

Decsion Ref. *

Otlis Zmnsol: 231212 FE3656 (11/112/2023 - 1111, 7

Please note that expenses not related
to a serious iliness recognised by the

o JSIS must be submitied in a separate
claim of reimbursement!

Otiis Zmnsol 231212 FE3656 (1112/2023 -

1of4 HNEXT » 11112/2028) 1of4 MEXT »

6) System displays Step2 - List of expenses.

+
7) Taponthe  icon to add a new expense. You are allowed to add up to five
expenses. The expense list is filtered according to the serious illness. (below
left)
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8) 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)

9) Select the Beneficiary.

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

11) Depending on your selection, additional fields may appear in the expense
form: number of Sessions etc.

Note: You can choose to change the language of the Treatment detail by
tapping 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

{ PREVIOUS

12) Select the Country.

2of4

NEXT »

Add expense

Treatment date

26/06/2023 -
Bensficiary *

Toy STORY

Country *

Luxemburg

Currency *

EUR - Euro

Treatment details

;fee(. ] @
Total cost* EUR
Reimbursement from another source

Source 1 EUR ~
Source 2 EUR ~

Comment

Medicine / pharmaceutical product

Acupuncture

Ambulance/transport costs

Analyses and fesis

Analyses and tests with prior
authorisation

Annual visit package - Agencies /
QOutside EU

Annual visit package — Agencies /
Outside EU

COVID-19 test

COVID-19 vaccination

Colonoscopy

Confinement

ranculiatinn { \icit nanaral

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

14) Add your costs and the reimbursement received from other sources and tap

“Save”. (below left)
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x  Add expense SAVE b e List of expenses

26/06/2023
L] Toy Story
1 Medicine / pharmaceutical

Toy STORY N product
3 Totsl: DEUR

Luxemburg 3
EUR - Euro
Treatment details 0

Medicine f pharmaceutical product ® @

o Add medicine

Total cost* EUR
Reimbursement from another source
Source 1 EUR -
+
Source 2 EUR -~

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

icon. (below left)

17) 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)

18) Tap on the e icon to add a new medicine. (below middle)

19) Select the medicine, add the number of items, the amount per item and the
amount received from other sources if any. Tap 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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) e S ) Add medicine PONE

26/06/2023 Treatment date * - :
Medicine details
] Toy Story 26/06/2023 v
1 Medicine / phamaceutical Bansficiany © Medicing | Phammzeeuteal oraduet
product Toy STORY IBUFEM L4
) Total DEUR
Country *
South Africa Mumber * Ampount per unit *
Currancy * 1 0.00 ZAR

ZAR - South African Rand

. . )00 ZAR
Treatment details Total amount
Type * Reimbursement from another source
Medicine / pharmaceutical product,
Source 1 200 ZAR
Add medicine
Source 1 100 ZAR

Total cost * 0.00 ZAR

Reimbursement from another source

Source 1 0.00 ZAR -~
4L

‘The expense has been saved.

Source 2 ZAR -~

Comment

20) 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 tap on Save when you’re done

(below left)

21) The system will save and add your new expense to the list of expenses
(below middle)
22) You can still edit an expense by tapping on it or delete it by tapping on the

three dots icon * next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

23) 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

01/11/2022 - Toy Story

1 Medicine / pharmaceutical
Beneficiary * product
Toy Story () Total: 100 ZAR 1
Gountry * 01/11/2022
South Africa » Toy Story

2 Medicine / pharmaceutical
Currency product

ZAR - South African Rand ) Total: 20 ZAR 2

Treatment details o

Type *
Medicine / pharmaceutical product » @

° Add medicine

-~ BENACOL
-

Total: 10 ZAR

— BRUFEN
h

Total: 10 ZAR

Total cost ™ ZAR

Reimbursement from another source < PREVIOUS 20of4 < PREVIOUS 3of4 NEXT >

NEXT 3
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24) Step 3 — Supporting documents. Tap 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.

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

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

X Supporting documents  SAVE Supporting documents  SAVE

€ Selectanimage

a =

e

Add supporting document

Yeou can uplead 3 PDF, JPEG, BMP, GIF, PNG less,
than 10MB. Please choose High Resolution or the,
Original, if prompied

23  Take a photo

< PREVIOUS 30f4 NEXT > P Choosefile

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

28) 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

Aftachment Attachment @  Supporting document

Linked expenses

@ Supporting document 1 @ Supporting document 1

304.94 Kb 304.94 Kb 1 Annusl visit package - Agenciss [ Outside EU

Link this file with the entire claim » OR Link this 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
Manuel Silva

]

Annual visit package - Agencies /
Outside EU

19/09/2022
2 Rute Silva O

Medicine / pharmaceutical product

{ PREVIOUS 3ofd NEXT »

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

30) 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).

31) You can tap 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.

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

& DRENEN S i

Supporting document 1 5 General details 19/01/2024
For entire claim 2 fnm

suppomng document 2

0 penses

scroll

ent for serious iliness Supporting documents

el
Expenses Supporting document 1.png
9/01/20:

Supporting document 2.png
ked expenses

General conditions

1 accept the common rules of the joint
sickness assurance scheme.

Supporting documents
pporting | confirm that I'm aware of the validity and 'a.
Supporting document 1.png conformity criteria for supporting documents
@ For entire ctain listed here below

the supporting

Supporting document 2.png
Linkes es

@ es have
that | will archive the
2 N fical product documents during 18 months

General conditions € upon request

st
< PREVIOUS 30f4 NEXT > < PREVIOUS 40f4 SEND < PREVIOUS 4014
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33) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.2.5. Create a JSIS Health Screening Programme reimbursement request

JSIS Health Screening Programme reimbursement steps:

1) From the service list, select “Reimbursement requests”

2) Taponthe

icon to add a new reimbursement request. (below left)

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

4) Choose “JSIS Health Screening Programme” request type from list. Tap

3 CNeXt, b

€  Reimbursement requ...

March 2024
Standard
Reguested on
01/02/2024 14:47
Total: 10 EUR
(]
February 2024

Standard
Reguested on
28102/ 4 13:50

Total: 25 EUR

[+]

January 2024
Standard
Reguested on
12001/2024 21:41
Total: 283.56 EUR

(]

December 2023

Standard
@ Reguested on

All ~

Create request

Main details

Request typa *
Standard

Staff currenily serving or having served in 3
delegation fautside the E.U) *
Mo

Standard

Accident

Occupational disease

Reimbursement for serious illness

|JSIS Health Screening Programme |

X Edit request

Main details

JSIS Health Screening Programme

10of4 NEXT »

5) System displays a field to choose the invitation. Tap on invitation and select
the related invitation. There is a pre-requisite to have a decision registered in

JSIS.
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Create request

Invitation

Recuest tyoe

JSIS Health Screening Programme
| Sebect invitation *

Invitation

Request iype
JSIS Health Screening Programme

Select imvation *

Qdehi Az - Prog.: GYN2 (10/07/2023-10/01/2025)

Qdohi AZ - Prog.. GYNZ (10/07/2023-10/01/2025)

Qdohi Az - Prog.- 2 (03/10/2023-03/04/2025)

1of4 NEXT > nNSQEDmMI wPg - Prog.. 5 (03/07/2023-03/01/2025) 1of4

6)

7)

8)

9)

System displays Step2 - List of expenses.

+
Taponthe  iconto add a new expense. You are allowed to add up to five
expenses. (below left)

Select the Treatment date.

Select the Expense/Treatment detail from the list. Start by typing the name
of the treatment or select directly from the list. (below right). The expense
list is filtered according to the serious illness.

10) Depending on your selection, additional fields may appear in the expense

form: prior Authorization requests, number of Sessions etc.
Note: You can choose to change the language of the Treatment detail by

tapping on the language icon, just above the Treatment list. That will switch
your list from English to French and vice versa.
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X List of expenses *  Add expense

Trestment date * Q r 77777
26/068/2023 T
Bengfisary ©
Toy STORY " [:J Medicine / pharmaceutical preduct
Country * —
Luxemburg @] Acupuncture
Currency * (O Ambulancefransport costs
EUR - Euro N
O Analyses and fests

Treatment details
_ O Analyses and tests with prior
ype -
et , @ authorisation
— Annuzl visit package - Agencies /
Total cost™® 0.0 EUR e Qutside EU

Reimbursement from another source 'S Annual visit package — Agencies /

Outside EU
Source 1 0.0 EUR ~ .
) COVID-19 test
Source 2 0.0 EUR ~ .
@] COVID-19 vaccination
+ N () Colonoscopy
Comment

() Confinement
< PREVIOUS 2of4 NEXT >

ranculiatinn § Vicit nanaral

11) Select the Country.

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 tap
“Save”. (below left)

x Add expense SAVE X List of expenses
Treat

ment date * 18/01/2024

18/01/2024 M 4 Consuitation / Visit general
Country * practitioner

Netherlands 3 O Total: 122 EUR

Curreney * 18/01/2024

EUR - Euro 2 OtnerTests / Exams

) Total 450 EUR
Treatment details

St:er Tests / Exams > @
Total cost ™ 450 EUR
Reimbursement from another source

Source 1 0.00 EUR +

Source 2 EUR ~

+

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

icon and follow the same process as above.

16) The system will save and add your new expense to the list of expenses
(below middle)
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17) You can still edit an expense by tapping on it or delete it by tapping on the

three dots icon * next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)
18) The system will move to Step 3 — Supporting documents (below right)

x Add expense SAVE X List of expenses b4 Supporting documents
~rastmant date 11/200:

18/01/2024 \

-\:L-1-n.e|:mnas L]
iZ-.J‘RMHEU':

Treatment details

u’:er Tests / Exams s @
Total cost 450 EUR
Relmbursement from another source

Source 1 EUR -

Source 2 EUR ~

£ PREVIOUS 2of4 HEXT > | £ PREVIOUS 3of4 HEXT 3

+
19) Step 3 — Supporting documents. Tap 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.

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

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

60



X Supporting documents  SAVE

¢ Selectanimage

-'_, L »:——- e
Upload document - i
o T
—— .
3 Takeaphoto e g -
¢ PREVIOUS 3of4 NEXT > P Choose file

22) Once your document is uploaded, you need to link it to an expense (below

left) or to the entire claim, if relevant (below middle). Tap Done to return to
the list of supporting documents.

23) 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)
Supporting document DONE Supporting document DONE Supporting documents  SAVE
Attachment Attachment Supporting document 1
Linked expenses
Supporting document 1 Supporting document 1
@ 304.94 Kb [ﬂ 30494 Kb 1 Annual visit package - Agencies / Outside EU
Link this file with the entire claim » OR Link this 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

Annual visit package - Agencies / D
Outside EU
19/09/2022

2 Rute Silva O

Medicine / pharmaceutical product

{ PREVIOUS Jof4 NEXT >

24) Repeat the process above and when you have finished adding your

supporting documents and linking them to the expense, tap Next. (below
right)
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25) 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).

26) You can tap 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.

27) When you’re done checking your information, confirm that you have

acknowledged the conditions of the JSIS and tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts. (below right)

* Supporting documents -

) Tolal- 122 EUR
Supporting document 1.png . General detalls
Linked expen: : . -
18/01/2024
y — o e 2 OtherTests / Exams
onsultation / Visit general practitioner JSIS Health Screening Programme ) Tota 450 EUR
Supporting document 2 R Expenses
@ ot emire e : scroll
or entire claim
18/01/2024 Supporting documents
1 Consultation / Visit general practitioner
[ Total: 122 EUR 0 Supperting document 1.png
nked expenses
18/01/2024
2 Ofther Tests / Exams 1 Consultation / Visit general practtionar
3 Total: 450 EUR
Supporting document 2.png
Supporting documents
Supporting document 1.png General conditions
Linked expenses
| accept the commen rules of the joint
1 Consultation / Visit general practitioner sickness assurance scheme
1 confirm that I'm aware of the validity and E
Supporting document 2.png conformity criteria for supporting documents
Forenire cam listed here below.
certify that this claim, together with the supporting
General conditions documents, is correct and that the invoices have
been paid for. | hereby daclare that | will archive the
| accept the common rules of the joint original supporting documents during 18 months
sickness assurance scheme starting on the day I receive the reimbursement
+ | confirm that I'm aware of the validity and T account sheet for my medical expenses and | will
conformity criteria for supporting documents submit them to the settlements office upon request

listed here below

¢ PREVIOUS 3of4 | NEXT > | £ PREVIOUS 40f4 SEND < PREVIOUS 40f4 SEND

28) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.2.6. Create a medical service — spectacles for work reimbursement request
Medical service — spectacles for work reimbursement steps:

1) From the service list, select “Reimbursement requests”

+
2) Taponthe icon to add a new reimbursement request. (below left)

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

4) Choose “Medical service” request type from list.
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Reimbursement requests Al X Create request

January 2024 Main details

Standard —
B requestedon Standard \ N
180172024 16:09 ’

Tatal: 223 EUR
Staff cumently serving or having served in a

celagation (cutside the £.U)*
© Submitied

Standard
LLast updatad on
18/01/2024 16:03

Tatal 0 EUR *

G o

50

Standard

@ LLast updated on
18/01/2024 15.36
Total: 1232 EUR

B o=

Standard

\Last updated on
18/01/2024 10:24 Standard
Total: 22 EUR

Accident
B ot
| i
Bon R Occupational disease
LLast updated on
00172024 15:31 Relmbursement for senous liness
Total; 0 EUR

* JS158 Health Screening Programme
& ot AL

- 1of4 L=aTe) |Meaical service |

Bon Rose

5) A new field will be displayed “Service Type ”. Tap on it and select “Spectacles
for work”. Tap “Next”.

Main details Main details

Reguest type " Requast type *

Medical service Medical service -
Service type * Sarvica type "

Select T Spectacies for work N

| Spectacles for work |

1of4 Azary Annual medical check-up 1or4

6) System displays Step2 - List of expenses.
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+
7) Tap on the icon to add a new expense. You are allowed to add up to five
expenses. (below left). The expense list is limited to spectacles related
services/items.

8) Select the Treatment date.

9) Select the Expense/Treatment detail from the list. Start by typing the name
of the treatment or select directly from the list. (below right)
Note: You can choose to change the language of the Treatment detail by
tapping 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 *  Add expense

Q

18/01/2024

Country *

Htaly » @  Consultation ophthalmologist
Cumamay * Optician test costs

EUR - Eurg

Comective glasses(frame and'or lenses)
Treatment details @

f Tetal cost EUR

10) Select the Country.

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

12) The system will save and add your expense to the list of expenses (below
right)
13) You can choose to add a new expense in the list of expenses by tapping the
icon. (below left)

14) The system will save and add your new expense to the list of expenses
(below middle)
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15) You can still edit an expense by tapping on it or delete it by tapping on the

three dots icon * next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

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

Add expense *  List of expenses SAVE X Supporting documents

Treatmant date * \ 18/01/2024
18/01/2024 N 1 Consultation ophthalmologist
Country * \ 3 Total: 200 EUR
Italy > \
Currency *
EUR - Euro )
Treatment details @
S—
Consultation ophthalmologist » @
Total cost 200 EUR
=7 +
{ PREVIOUS 2of4 MEXT » < PREVIOUS Jofd NEXT »

+
17) Step 3 — Supporting documents. Tap 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.

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

19) Take a photo or select document from your documents list. (below right)
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X Supporting documents  SAVE X Supporting documents

€ Select animage

a ®

Camera

-

Add supporting document

o . e-o
a =
You can upload a PDF, JPEG, BMP. GIF, PNG less L]
than 10MB. Please choose High Resolufion or the,
Original, if prompted

.o
-0
Upload ume!
+ /
.
3  Take aphoto 2 -
< PREVIOUS 3of4 NEXT > P Choose file

20) Once your document is uploaded, you need to link it to an expense (below

left) or to the entire claim, if relevant (below middle). Tap Done to return to
the list of supporting documents.

21) 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)

% Supporting document DONE Supporting document DONE Supporiing documents  SAVE

Attachment Attachment Supporting document 1

Linked expenses
@] Supporting document 1

Supporting document 1
304.94 Kb @

304.94 Kb 1 Annual vist package - Agencies / Qutside EU

Link this file with the entire claim » (R Linkthis file with the entire claim Please link one document to

the entire claim, or have at
o

Link expenses least one document linked per
expense.
18/09/2022
1 Manuel Silva

Annual visit package - Agencies / D
Qutside EU

19/09/2022
2 Rute Silva O

Medicine / pharmaceutical product

¢ PREVIOUS 3of4 NEXT

22) Repeat the process above and when you have finished adding your

supporting documents and linking them to the expense, tap Next. (below
right)
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23) 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).

24) You can tap 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.

25) When you’re done checking your information, confirm that you have

acknowledged the conditions of the JSIS and tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts. (below right)

* Supporting documents - m

Supporting decument 1 : General details 2 Comective glasses(rame andlor lenses
Forentire claim ) Total 250 EUR
equest iype
Supporting document 2 . Spectacles for work
@J Linked expenses :
Expenses Supporting documents
2 Corrective glasses(frame and/or lenses) scroll
Please upload: Prescription from an
1 ophthalmologist / optician; Purchase
invoice with detailed prices of the
frame and the lenses; Form
2 Comective glasses(frame and/or lenses) Supporting document 1
9 Tolal: 250 EUR @ For entire claim
Supporting document 2
Supporting documents Linked expenses
Clive glasses(hra dior lens
Please upload: Prescription from an : Comeciive glassea(iame mdar lonses
ophthalmologist / optician; Purchase
invoice with detailed prices of the
frame and the lenses; Form General conditions
Supporting document 1 Lhave read and accept the applicable rles
@ For entire claim for reimbursement
) | have read and accept the rules related to
Supporting document 2 supporting documents
Linked expenses
| hereby declare that | will archive the oniginal
2 Comectve glasses(irame andior lenses supporting documents during 18 months starting on
the day | receive the reimbursement for my medical
+ expenses and | will submit them to PMO upon
General conditions request
¢ PREVIOUS 3of4 NEXT 3 ¢ PREVIOUS 4074 SEND ¢ PREVIOUS 40f4 SEND

26) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.2.7. Create a medical service — annual medical check-up reimbursement
request

For a reimbursement for annual medical check-up request there is a pre-requisite to
have a consultation registered in the annual service from JSIS. Request steps:

1) From the service list, select “Reimbursement requests”

+
2) Taponthe icon to add a new reimbursement request. (below left)

3) Stepl: Change the delegation information if needed. By default, the
Delegation field is set to “No”.
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4) Choose “Medical service” request type from list.

Reimbursement re quesis

January 2024

Bon Rose

@ Last updated on
19/01/2024 1254
Total: 0 EUR

Bon Rose

EI] Last updated om
190172024 1254
Total: 0 EUR

G o
Bon Rose

23]
=l Requested on
V0172024 15:17

Create request

Main details

Raquast tyes *

Standard

Stall cumantly sarving or having served in &
delegaticn [outside the EL)*
No

Total: 2323 EUR
[+ QR
= Bon Rose
=l Requested on
0N01/2024 17:56 Standard
Total: 10 EUR
Accident
[+ QN
Occupational disease
Spectacles for work
©Y  Requested on
09/01/2024 16:04 Reimbursement 1or sefious iliness
Total: 8 EUR
515 Health Screening Programme
© zuomzed e
- 1ofd HEXT » | Medical service |
. Bon Rose

5) A new field will be displayed “Service Type ”. Tap on it and select “Spectacles
for work”. Tap “Next”.

Main details

FRequest fype *
Medical service

Service type *

1ol4

NEXT >

Spectacles for work

| Annual medical check-up

Main details

Request type *
Medical service

Servica typa *
Annual medical check-up

e

6) System displays Step2 - List of expenses.
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7) Tap on the icon to add a new expense. You are allowed to add up to five
expenses. (below left)

8) 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)

9) Select the Expense/Treatment detail from the list. Start by typing the name
of the treatment or select directly from the list. (below right)
Note: You can choose to change the language of the Treatment detail by
tapping on the language icon, just above the Treatment list. That will switch
your list from English to French and vice versa.

List of expenses

10202, N

" 1 3

!"'. . e . C peral practitdnes
Traatment details @ Consultabion gynaecologist

Piease first select ireatment

Total eost EUR Totsl cost * EUR

10) Select the prescription type

Add expense

Add expense

Traatment cata * Trestment date * reatmert dase

19101/2024 - 1900172024 - 19/01/2024

Counery® Country * Sounty *

Italy 4 Italy L3 Italy 4
Cumancy * Curency* Currancy *

EUR - Euro N EUR - Euro - EUR - Euro

Treatment details @ Treatment details @ Treatment details @

Type Type® Type *

Analyses and (ests » @ Analyses and tests L] 0 Anzlyses and tests 4 @

Prasenpeen typs * Srese
Select Cyt

Total cost * EUR Total cost ” 0.00 EUR iy Total cost” EUR
Gynecology
Cytology
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11) Select the Country

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

13) You can choose to add a new expense in the list of expenses by tapping the
icon. (below left)

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

15) You can still edit an expense by tapping on it or delete it by tapping on the

three dots icon * next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

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

* Add expense SAVE ¥ List of expenses SAVE ® Supporting documents
al

1910172024 - 1

Treatment details @

Consultation / Visit general practiioner  » @
Freseripren yp

Gynecology

Total cost” 30 EUR

< PREVIOUS 2of4 ¢ PREVIOUS 3of4 MEXT 3

+
17) Step 3 — Supporting documents. Tap 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.

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

19) Take a photo or select document from your documents list. (below right)
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X Supporting documents  SAVE X Supporting documents

€ Select animage

a ®

Camera Browse =~
'
Add supporting document - G
a =
You can upload 3 PDF, JPEG, BMP, GIF. PNG less, = - |
than 10MB. Please choose High Resolufion or the, -
Original, if prompted
LR
.o
-0
Upload ume
+ / S
.
3  Take aphoto e -
¢ PREVIOUS 3of4 NEXT >

@ Choose file

20) Once your document is uploaded, you need to link it to an expense (below

left) or to the entire claim, if relevant (below middle). Tap Done to return to
the list of supporting documents.

21) 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)
% Supporting document DONE Supporting document DONE Supporiing documents  SAVE
Attachment Attachment Supporting document 1
Linked expenses
Supporting document 1 Supporting document 1
m‘ 30494 Kb @ 30494 Kb

Annual visit package - Agencies / Outside EU
Link this file with the entire claim » (R 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 Narl.cl.silua . 0
Annual visit package - Agencies /
Cutside EU

19/09/2022
2 Rute Silva O

Medicine / pharmaceutical product

¢ PREVIOUS 3of4 NEXT

22) Repeat the process above and when you have finished adding your

supporting documents and linking them to the expense, tap Next. (below
right)
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23) 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).

24) You can tap 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.

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

5 Supporting docaments - * summary S
Supporting document 1 . General getails
@ For entire claim :

Supporting document 2
@ Linked axpenses

eques: ype Supporting documents
Bon Rose
Please upload a copy of the

Expenses prescriptions delivered by the Medical
2 Consultation / Visit general praciitioner scroll Service and supporting documents
19/01/2024 conform to national legislation.
1 Analy and test l
(5 Total 25 EUR Please send the doctor’s report to your
o medical service.
19/01/2024
2 Consultation / Visit general practitioner Supporting document 1
) Total: 30 EUR @ For enfire claim
Supporting document 2
Supporting documents 0 nked expenses
Please upload a copy of the 2 Consultation / Visit general practitioner
prescriptions delivered by the Medical
Service and supporting documents
conform to national legislation. General conditions
e Please send the doctor's report to your | have read and accept the applicable rules
medical service for reimbursement
| have read and accept the rules related to
Supporting document 1 supporting documents
For entire claim
| hereby declare that | will archive the onginal
Supporting document 2 supporting documents during 18 months starting on
0 nked expenses the day | receive the reimbursement for my medical
expenses and | will submit them to PMO upon
2 Consultation / Visit general practitioner

request

+
¢ PREVIOUS 3of4 | MEXT » | { PREVIOUS 40f4 SEND ¢ PREVIOUS 40f4 SEND

26) You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you
can view the information as shown in section 8.1 View reimbursement

8.3.  Duplicate Reimbursement request

You can duplicate an existent reimbursement to avoid encoding everything again.
1. From the service list, select “Reimbursement requests”.

2. Tap on the three dots icon

3. Select "Duplicate™
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I En oI ENCTRH X ¢ Reimbursementrequ... Al
M Connected - Logout
March 2024
i',q Language English
Standard
v Requested on
01/02/2024 14:47 .
Total: 10 EUR i
Reimbursement requests
| © orging @ Duplicate
Account sheets February 2024
Standard
Send COVID-19 report Requested on
28/02/2024 18:50
| Total: 25 EUR
Administrative data
@ Ongaing
Insurance certificates January 2024

Standard
Direct Billings Requested on
12/101/2024 21:41

Total: 283.56 EUR

Accident declarations

@ ongaing

. o Decamber 2023
Prior authorisations e

Standard
@ Reguested on

pop-up to create a request opens

X Create request DUPLICATE

Expenses date *

22/11/2022 -

@O O®E®®E);

4.

>

[  Duplicate the amounts

Please note all expenses will be set with the
selected date. Amounts will be set to null if
you do not check the box above. New
documents will need to be attached.

5. Select the expenses date (this new date is used to all copied expenses)
6. Choose if it's to duplicate the amounts as well, or not

7. Tap duplicate to save the action (all information is copied from the original
reimbursement)

8. The reimbursement is saved in "draft" and it opens in edit mode.

8.4.  Adding additional required information in a Reimbursement request

There are two ways of adding additional information in a previously submitted
Reimbursement request:

a. From the notification that requires you to add further information, you tap
on “Details” (upper right side). This redirects you to the Reimbursement
request item where you can add the information immediately.
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b. In the Reimbursement requests list, you can view the items with the
“Waiting for additional information” status. If you did not provide the
information yet, tap on the item and add the additional info required.

Steps:

1) Within to the specific Reimbursement request item you can add the required
supplementary information (below left and middle screen):

a.
b.
C.

d.

Tap on “Add Info”
Fill in the “General comment” text field
Attach additional documents, if needed

Tap “Send”

2) The additional information will be appended to the existing item (below right)
and will appear as “Submitted”.

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.

8.5.  Reopen reimbursement requests

A submitted reimbursement request can be reopened for corrections of omissions
and/or inaccuracies only on the same day as it was submitted, before 11:59:59 PM
(midnight) Brussels time.

To reopen a submitted request, tap the three dots icon * and select “Reopen”.

A confirmation message will appear, if you accept it this will revert the request to
“Draft” status. You can modify the request without having to start over: the
information and documents you have already entered remain in place.
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¢  Reimbursement requ. ..

March 2024

Standard
Requested on
02022024 20:48

Total: 50 EUR

Q@ suomives @ Duplicate

Standard B  Reopen
Requested on
01/03/2024 14:47 .

Total: 10 EUR

Confirm reopen

Do you really want to re-open
@ onging this request?

February 2024
Standard
Fequested on
28/02/2024 18:50
Total: 25 EUR
@ ongaing
January 2024

Standard
Fequested on +
12/01/2024 21:41 3
H

Total: 283.56 EUR

8.6.  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 per your request of reimbursement.

1) From the service list, select “Account sheets” to view your account sheets
(below left).

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

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

4) 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.

5) The system displays the list of account sheets grouped by Scan reference
(below right)
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Unknown UNKNOWN
s — X ¢  Accountsheels ~ MonthiYear - & Accountsheets | Monthivear
3{“ Language English ~ Decamber 2023 D ber 2023

Account sheet no 287 Account sheet no 237
My Health 231220624234 231220.F624234
Reguested on 20/12/2023 Requested on 20/12/2023
- >
Reimbursement requesis Nermal szl
O Total: B0.48 EUR © Total: 80.48 EUR
= Received: 42.81EUR 2 Received: 42.31 EUR
Account sheets
Account sheet no 286 Account sheet no
231220.FB4838A 231220 FB4653A
Reguested on 20/12/2023
Send COVID-19 raport EEIESICE S >
MNormal
= Total: 57.70 E!
Administrative data 5 Recelved: S0P EUR
Account sheet no 285 Account sh
B B ) 231212F21840a . 231212.F21
Insurance certificates . Becuested on 12/12/2022 @ =
MNormal E‘wm 2
M |
= Total: 05.00 EUR = Total: §5.00 EUR
p’a Direct Billings = Received: 78.00 EUR =]
Account sheet no 284
. ) J
Accident declarations 231200.F12831A Group by
Reguested on 08/12/2022
Marmal
e Prior authorisations Month/Year
UR
/“\ Scan ref.

Movember 2023

6) You can tap on an account sheet in order to see the details of the account sheet
(below left).

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 tapping on
the original request (below left).

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

10) When opening reimbursement request details using link from associated
account sheet you cannot see account sheet linked to this reimbursement
request. This is to avoid infinite loop of links between reimbursement request
and account sheet.
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<  Account sheets

General information

Sean reference

123456 F12345A

Request type
MNormal

Request date

20/08/2022

Reimbursement type

MNormal
Amounts

Tatal
50.00 EUR

Recsived

2850 EUR

Account sheetno 270
[D Dovmicad detailed POF file

Original request

Standard

View request

DETAILS OUNT SHEETS

General details

Scan ref ®
220829.F34577

rving or having served in 3

Request type

Standard

Expenses

16/06/2022
1 Toy Story
kinesitherapy/physiotherapy

0 Totsl: 50 EUR

Supporting documents

Toy fisio saatekiri dr Olluk
@ 29.11.2021.pdf

For entire claim

11) When opening original reimbursement request using “Reimbursement
Request menu the details page will have “Account sheets” tab. You can
navigate to the account sheet details page by tapping an Account sheet from

the list.

*  View request
DETAILS

General details

—

Standard

Expenzasz

16/06/2022

Supperting decuments

2022.08.29 Peeter.pdf
e For entirz claim
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®  View request

ACCOUNT SHEETS

August 2022

Account sheet no 270

B zoeorasa
Requested on 20/08/2022
Normal




8.7.  Account sheets — Ask a Question

Note: Due to a future migration of StaffContact, this option is temporarily
unavailable

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.

1) From the service list, select “Account sheets” to view your account sheets
2) Tap on an account sheet to see the details of it
3) Tap ask a question

4) The staff contact site opens.

View request
General details

Sean ref

123456 F1234A

or having served in 3 delegation

No
European |
Requestype “ commission | Staff Contact
Standard EN{@ )FR "D My Questions
PR Back to Staff Matters

c Reimbursement account sheet
Xpenses

29/11/2022 Subject*
TOY STORY

Beneficiary concerned by your question*

Medicine / pharmaceutical product
O Tot=t 280 E0R @2

29/11/2022

o  TOYSTORY
Medicine / pharmaceutical product
O Tosk4zur @1
29/11/2022

3 TOYSTORY

Medicine / pharmaceutical product
O TostesaEur @1
Supporting documents

W 20221129_204821,jpg
Linked expenses

Account sheets

Reference”

TMFITTIA

Description*
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9. PRIOR AUTHORISATIONS (JSIS)

This service allows you to create and view the history of your prior medical
authorisations.

For Serious Illness Recognition requests, please use JSIS/RCAM online. These
requests are not supported in MyPMO and currently are only listed without the option
to view them.

Please keep the original documents and do not introduce the same request for prior
authorisation on paper.

9.1. View Medical Authorizations

1) From the service list, select “Prior Authorisations” to view all your medical
authorisations requests created so far (below left).

- = - b4
Send COVID-19 repart ¢ Prior authorisations X View request

December 2020
With the electronic submission

Zpeb CepYpTg of this request, you declare on
201228 FE7871 your honour that you will keep
Requested on 28/12/2020 the original supporting...

28/12/2020 - 31122021

Administrative data

Insurance certificates

General information
Direct Billings

o el B
Accident declarations 201220 FOT07T1 2 7
Requested on 20/112/2020

Prior Authorization

Prior authorisations 29/122020

© swmived

Medical absences [l Medical care or treatment, or a medical

purchase
SLmj amEpFvz
201130.1213789
Affiliation to External Insurance 9

Requested on 30¢11/2020

®EL®®®@®

Zpeb Zepyph
01/01/2020 - 30/08/2020 u puRia
7  FAQ n-To

]

m SLmj amEpFvz
—q 201130.F05204
Request for prior authorisation for

For Serious liness Recognition oK arthroscopic surgery of ankle(?). Estimated
(6] Privacy statement requests, please use JSIS/RCAM online cost of the surgery: 1100 euro, please find the

......................................

Fro
28M272020 - 28M272021
i About

[0  userguide

2) The system displays the list of requests showing the beneficiary, the date of
the request, the type of request, and the request’s status. The most recent prior
authorisations requests are displayed on top of the list. You can scroll down
to view the prior authorisations requests grouped under each month.

3) You can choose to edit or delete a request in Draft status by tapping on the

three dots icon * next to the request.

79



Delete

Edit

4) Tap on an existing prior authorisation 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.

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

The list can be filtered, by the different types of prior authorisations (Dental Cost
Estimate and Prior Authorisation), from the top right button as displayed below:

= Prior authorisations A L Prior aut... Prior Authorization

March 2024

Zpeb Cep¥pTg Zpeb GEpYpTg
9 Reguested on 10/03/2024 Requgkied on 10/02/2024
Prior Authorization PriogRuthorization
[ = Dratt
December 2020 byfr 2020

Zpeb Cep¥pTg
201220.F27871
Requested on 28/12/2020
Prior Authorization

Zpeb CepYpTg

201220 F2707T1
Requested on 260122020
2811212020 - 21M12/2021

@ suomitied

Movember 2016

Zpeb Cep¥pTg

201220 F2707T1
Requested on 20/112/2020 Eo r¥vkCQh
161113.F52004
Requested on 18/11/2016

Prior Authorization
Q@ submives Prior Authorization
Movember 2020 Al @ subrived

MNowember 2015

SLmj amEpFyz Prior Authorization
201130.1213768 +

Requested on 30V11/2020 3 SLmj amesz
01/01/2020 - 3010812020 Serious lliness 151111.F47884
Db e 4414453045

9.2.  Create Prior Authorisation Request
There are two main prior authorisations requests that can be created in MyPMO:

1. Medical care or treatment, or a medical purchase
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2. Dental treatment.

The flow for creating a request is detailed below for each authorisation.
9.2.1. Create Request for Medical care

JSIS members can create a new Prior Authoriaation Request for Medical care or
treatment, or a medical purchase as follows:

1. From the service list, select “Prior Authorisations”.

2. Taponthe E icon.

3. Select the Beneficiary from the list.

4. Select the Start Date.

5. Select the request type: Medical care or treatment, or a medical purchase
e If the context type is Standard, then tap “Next”

e If the context type is Accident or Ocupational disease, then you are
requested to additional information before tapping “Next”

Note: You will have read-only fields with additional information:

e Request date — automatically set to current date. It cannot be changed.
6. System displays Step 2 — List of treatments.
+
7. Tap on the icon to add a new treatment. You are allowed to add up to

three treatments.

8. Select the treatment type from the list. Start by typing the name of the
treatment or select directly from the list.
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X List of treatments SAVE x  Edit treatment DONE

¢ PREVIOUS 20f3

NEXT >

A separate prior authorisation
should be introduced for each
category of treatment listed
here below.

Treatment

Type*

g orthopedic supplies > res

ACCOMMODATION COSTS IN

&) PARAMEDICAL ESTABLISHMENTS

care services > home care service

s Aerosol: purchase

= Aerosol: rental

orthopedic supplies > respiratory supplies
Apparatus for measuring blood
clotting time (in case of anti-
coagulation for life)

orthopedic supplies

Blood pressure gauge

7 orthopedic supplies > respiratory suppies

CPAP (apnoea/sleep) purchase

- CPAP (apnoea/sleep) rental

orthopedic supplie respiratory supplies

CPAP: accessones/maintenance

O (excluding year of purchase)

orthopedic supplies > respiratory supplies

9. Depending on your selection, additional fields may appear in the treatment
form, such as: address, name and qualifications of the practitioner etc.
Examples are shown below:

x  Edit treatment DONE x  Edit treatment DONE x  [Edit treatment DONE

A separate prior authorisation
should be introduced for each
category of treatment listed
here below.

Treatment
Type *
Aerosol: purchase »

Support documents

The following supporting
documents are required
(Motivated medical
prescription)

° Add document

(>}

A separate prior authorisation
should be intreduced for each
category of treatment listed
here below.

Treatment

Type *
ACCOMMODATION COSTS IN 4

Complementary information @

Address (with telephone and fax number)

Name of the establishment where treatments
will be provided

Type of establishment

Support documents

The following supporting

R S |

A separate prior authorisation
should be introduced for each
category of treatment listed
here below.

Treatment

Type *
Chiropractic sessions for a child ... »

Complementary information @

Addrass (with telephene and fax number)

Name and qualifications of practitioner
providing the treatment;

Support documents

The following supporting
documents are required
(Motivated medical
prescription)

(]

10. Following the treatment selection, the support documents will need to be

added
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11. Tap on the ° icon to add a new supporting document. The following types
of supported documents are available: Motivated medical prescription
(mandatory) and Detailed medical report (optional). A single file per type is
allowed.

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.

12. The system will prompt you to take a photo or choose a file from your
mobile.

X Edit treatment DONE X  Add document DONE

A separate prior authorisation Attachment

should be introduced for each

category of treatment listed & SCAN DOCUMENT + SELECT FILE
here below
Document details
Treatment
Type * File name *
ype
Aerosol: purchase » @

Document type =
Support documents
Comment
The following supporting
documents are required
(Motivated medical
prescription)

o Add document

(X

13. Take a photo or select document from your documents list.

14. If the document is scanned, you’ll need to add the File name, otherwise if it’s
selected from the device it is automatically proposed (it will include the
document type e.g. .pdf, .jpeg)

15. Tap Done to save and return to the treatment. Repeat the process above to add
a second type of document (if needed) and when you have finished addition
your support documents, tap Done.

16. The system will return to the list of treatments where you can either add an
additional treatment (maximum three treatments) and tap Next. Note: an
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exclamation mark ' is displayed in case that there are missing

information/documents on the treatment details.

Add document DOMNE x  [Edit treatment DONE x List of treatments SAVE

Aerosol: purchase

Attachment * A separate prior authorisation i
should be introduced for each
6 Test_image. png category of treatment listed
- here below
B SCAN DOCUMENT + SELECT FILE Treatment
Typa *
. Aerosol: purch ] @
Document details efosol: purchase
Fibg marme * Support documents
Test_image png
Documant bype * Add d
- wdd document
Motivated medical prescription
Comment

Test_image.png

Prescription attached ﬁ Motivated medical prescription @
Motivated medical prescription

Prascription attached

_+_
cPREVIOUS 2013

17. The system will move to Step 3 — Summary. In this step you can view all your
information in a summarized way: general information, Context, List of
treatments and you can add a comment.

X Summary SAVE X Summary SAVE

Request type

Please keep the original Medical care or treatment, or a medical
documents and do not purchase
introduce the same request for
prior authorisation on paper. Benficiary
Ha Tqdlbjh

General information

From - To

22/11/2023 - 22/11/2024

Scan reference

ﬁ' Draft
nla
Context
Request type
Medical care or freatment, or a medical Context type
purchase Standard
Beneficiary
Ha Tqdlbjh List of treatments
From - To 1 Aerosol: purchase

22/11/2023 - 22/11/2024

Contexl . Comment
This is my medical authorization genere’
Context type comment
Standard
< PREVIOUS 30f3 SEND ¢ PREVIOUS 30f3 SEND
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18. You can tap on the treatments to view all details but, if you need to edit any
of the data, you need to go back to the previous steps.

19. You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you can
view the information as shown in section 9.1 View Medical Authorizations

20. When you’re done checking your information, tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts.

9.2.2. Create Request for Dental care

JSIS members can create a new Prior Authorisation Request for Dental care as
follows:

1. From the service list, select “Prior Authorisations”.

2. Taponthe i icon.
3. Select the Beneficiary from the list.
4. Select the Start Date.
5. Select the request type: Dental care

e Dental care: for the dental care, the you have to select the dental
treatment type, then select the country where the treatment was
performed, and tap “Next”.

Note: The user will have read-only fields that will present additional information:

e (for Dental care/ all types) Currency — automatically set depending on
selected country. It cannot be changed.

e (for Dental care/Orthodontic dental treatment type) — Context —
automatically set to Standard.

Note: Choose type "Standard" for the following types of dental treatments:
e Periodontal treatment;
e Dental occlusion;
e Dental prostheses;
e Implantology;

Preventive care and conservative treatment do not require the submission of a dental
costs estimate.
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The costs of treatment for purely aesthetic purposes such as tooth whitening,
systematic replacement of silver amalgam fillings, veneers on intact incisors, tooth
jewellery, etc are not reimbursed.

6.

7.

10.

11.

System displays Step 2 — Support documents

Tap on the E icon to add a new support document. The following types of
supported documents are available: Dental Treatment and Additional
supporting document. You are allowed to add up to two Dental treatments and
two Additional support documents. At least one document is needed to
proceed to the next step.

The system will prompt you to take a photo or choose a file from your mobile.
Take a photo or select document from your documents list.

If the document is scanned, you’ll need to add the File name, otherwise if it’s
selected from the device, it is automatically proposed (it will include the
document type e.g. .pdf, .jpeg)

Tap Done to save and return to the Support documents. Repeat the process
above to add a second type of document (if needed) and when you have
finished addition your support documents, tap Next.

X Support documents SAVE X Add document DONE X Add document 3 DONE

< PREVIOUS

12.

Please attach to your Please attach to your
application a detailed cost application a detailed cost
estimate signed and stamped estimate signed and stamped
by your dentist (Dental.. by your dentist (Dental..

Attachment * Attachment *

@ SCAN DOCUMENT + SELECT FILE Y  Dental_treatment png

Document details

B SCAN DOCUMENT + SELECT FILE
File name

9 Document details
44—

Document type
File name

Dental_treatment.png
Comment

Document type
Additional supporting document

Comment

Dentist report

20f3 NEXT >

The system will move to Step 3 — Summary. In this step you can view all your
information in a summarized way: general information, Context, Support
documents and you can add a comment.
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13. You can tap on the treatments to view all details but, if you need to edit any
of the data, you need to go back to the previous steps.

14. You can retrieve your request in the list of reimbursements. If the request is
in Draft status, you can tap to edit it, if the request has been submitted you can
view the information as shown in section 9.1 View Medical Authorizations

15. When you’re done checking your information, tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts.

X Support documents SAVE X Summary SAVE X Summary SAVE

From - T
Dental_treatment.png . rom - To .
Additional supporting Please keep the onginal 22/141/2023 - 22/11/2024

1 : cumer
document .do‘_ume.ns and do not
introduce the same request for

Comment: Dentist report - Context
prior authorisation on paper.

Dental treatment type

General information

Standard
Scan reference Counin
G onn o
n/a Estonia
Request type . Currency
Dental treatment EUR - Euro ©

Beneficiary

Ha Tadlbih Support documents

Dental_treatment.png
1 Additional supporting document

Comment: Dentist report

From - To
22/11/2023 - 22/11/2024
Context

Comment

+ Dental treatment type

Standard

¢ PREVIOUS 20f3 NEXT > ¢ PREVIOUS 3of3 SEND < PREVIOUS 3of3 SEND

9.3. Adding additional required information in a Prior Authorization request

There are two ways of adding additional information in a previously submitted Prior
authorization request:

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

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

Steps:

1) Within to the specific Prior authorization request item you can add the
required supplementary information (below left and middle screen):

a. Tap on “Add Info”

b. Fill in the “General comment” text field
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c. Attach additional documents, if needed

d. Tap “Send”

2) The additional information will be appended to the existing item (below right)
and will appear as “Submitted”.

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.
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10. AFFILIATIONS TO EXTERNAL INSURANCE (JSIS)

This service allows you to manage the affiliation requests both for you and your
family.

10.1. View affiliation request

1) From the service list, select “Affiliation to External Insurance” to view all
your affiliation requests created so far.

2) The system displays the list of requests showing the beneficiary, the insurer,
the date of the request, and the request’s status. The most recent affiliation
requests are displayed on top of the list. You can scroll down to view the
affiliation requests history.

3) Tap on an existing affiliation request to view the request information. You
cannot modify such a request.

Send COVID-19 repart < Afmliation to External Insur... ¢  Affiliation detail

Administrative data The CZ and the JSIS are Main details
e bound by Regulation (EU)

2016/679 of the European
Parliament and of the Counci...

0 o

Insurance certificates Benefic
KmlVmzh wiWoAHGm

CepYpTg Zpeb

Direct Billings MHS Name
CZ GROEP ZORGVERZEKERAAR

Accident declarations

05/03/2024

Prior authorisations From - To

nfa - nia

Medical absences

Identity details

eQIPs cgr=JR:

Mo external insurer)

Affiliation to External Insurance

OIOIOICIGIOIONO),

307451069

FAQ wWoAHGM KmiVmzh

o ©® ©

About Affiliation history

CZ GROEP
ZORGVERZEKERAAR

From - To
15/03/2024

User guide

Privacy statement .
Renuest history

10.2. Create an affiliation
1) From the service list, select “Affiliation to External Insurance” to view all
your affiliation requests created so far.
+
2) From the Beneficiary list, tap on the Add button to create an affiliation

for that beneficiary

Note: if a Beneficiary is not primarily covered, then the Add button will not be available
for that beneficiary
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™ Unknown UNKNOWN i
G e ey X €  Affiliation to External Ins...

Language Engfish ~ The CZ and the JSIS are
bound by Regulation (EU)

o 2016/679 of the European
Parllament and of the
Reimbursement requests
nwOi KGIZIYK
' B +
No external insurer

Account sheets

Tj xgXg +
No external insurer

Send COVID-19 report
* Qd0ab HNFETFe
Administrative data Ne ener.nal newE
{Beneficiary not primary covered)
ywwmeMXa xRAWaWY

No external insurer

Insurance certificates * =P
Direct Billings
Accident declarations

Prior authorisations

Medical absences

Affiliation to External Insurance

)®O@EOP®@®D® |

Bharmaratieal Braducts | et

3) Stepl: Verify that the beneficiary data is correct. If the data is incorrect, then
you’ll need to either correct it in Sysper or contact PMO.

4) Confirm that the data is correct and tap “Next”
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5)

6)

X Create request X Create request

Please verify and confirm the
Beneficiary's information, If

Please verify and confirm the
Beneficiary's information. If

the data is inaccurate,
please correct the data in..

the data is inaccurate,
please correct the data in...

Beneficiary information Beneficiary information

Beneficiary Beneficiary

nwOi kGIzIYk nwOi KGIzIYk
Birth date Birth date
26/08/1970 26/08/1970
Gender Gender

T Mmale T Male

Private address Private address

Streeet , Number
41-200° NISIDNSIS
Netherlands

K

Streeet , Number
41-200° NISIDNSIS
Netherlands

» | confirm the data is comect. * I confirm the data is correct. *

NEXT > 10of3 NEXT »

Step2: You can modify the request form date. You need to select the external
insurer for which you want to submit the request. The list automatically
displays only the eligible insurers.

Note: for informative reasons, other available insurers are listed in the
information box and by selecting them you’ll be inform why these aren’t listed
in the eligible insurer list.

You can select the desired end date and you’ll need to provide the National
Identification Number. A verification mechanism will confirm the validity of
the provided number.
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Edit request

Additional details Additional details Additional details
Requested dale fizm * Fiequesisd date fiom * Flsguested dats fioem *
20006/2024 - IOE2024 - 20/0E/2024 =
Extormal insures Exiemal mnsurer Extamal ingurat
Netherands - CZ GROEP ZORGVER.. Metherlands - CZ GROEF ZORGVER.
@ Some insurers are not eligible. Selecting ® Some insuners are nol eligitle. Selecting ® Some insurers are not eligible. Selecting
an the dropdown below will show the on the gropdown below will show the on the aropaewn below will Show the
reasans why the selecied insurer is not reasons why the selected insurer s not reasons why the selected Insurer Is not
available avallabie. available
- = -
£nd dale End date End date
- r 20006/2024 -
Identity details Identity details
Hational entficaton number (ESH) Miionsal kderibicalim nusber (B3
F [ 123453215
& PREVIOUS 2013 MEXT 3 Netheriangs - CZ GROEP £ PREVIOUS 2013 NEXT 3 ¢ PREVIOUS 2013 NEXT 3
ZORGVERZEKERAMR

7) After all mandatory fields are filled, tap “Next”. A summary of the request is
displayed.

8) If you need to modify a detail of the request, you can tap on “Previous” and
go to previous steps to make the modification.

9) Tap on “Send” to submit the request.

X Edit request SAVE

Request summary

Beneficiary information

Beneficiary
nwOi kGlzlYk
Eirth date
26/08/1970
Gender

d Male
Privale address

Streeet , Number
41-200° NISIDNSIS
Metherlands

Regquested date from
20/06/2024
Extemnal insurer

Netherlands - CZ GROER
ZORGVERZEKERAAR

End date
20/06/2024

Identity details

National identification number (BSM)
123453215

£ PREVIOUS 3of3 SEND
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11. PHARMACEUTICAL PRODUCTS LIST (JSIS)

The MyPMO application allows you to search in the pharmaceutical products list to
obtain additional details about various pharmaceutical products, including their
eligibility.

The list is available in “My Health” services under “Pharmaceutical Products List”
menu. This will open a search box. You’ll need at least three (3) letters to start the
search. The search is performed automatically in a few seconds after you stopped
typing. The search engine will use the search criteria with the logical operator:
“contains”. This means that the result list will include products with the search criteria
in the middle in the name (e.g. as displayed below, for search criteria “aspir” the
“Aquaspira” product is also returned.)

The results are displayed in a scrollable list, ordered alphabetically.

« Pharmaceutical Products... « Pharmaceutical Producis...

™ Unknown UNKNOWHN e
- Connecied - Logout

Language

English ~

Reimbursemen! requests

Account sheets

Administrative data

Insurance certificates

Direct Billings

Accident declarations

Priof authorisations

Affiliation to External Insurance

Fharmaceutical Products List

Serious liness Recognition

510)[0]CICIOICICICIOIOR

o]

2= Nnline Heln

Introduce some lefters concerning the
pharmaceutical product

Introguce some letters conceming the
pharmaceutical product

| — |

|asarl

<]

Product name: AQUASPIRA
Active product: xylometazoline

Reason

= Product name: ASPIRIN PROTECT

BAYER

Reason: anti-thrombotique

= Product name: ASPIRINA GR

Active product: ASPIRINE
COMPRIMES GASTRO-
RESISTANTS

Reason

= Product name: ASPIRINE
Aclive product

Reason

To clear the list and start a new search, simply tap on the X button from the right side
of the search bar or delete the search criteria. The list will automatically update and
you can search using a new criteria.

The products which are non-refundable are marked in red colour.

If you introduce less then three letters as search criteria, you’ll be prompted that at
least three charters are needed to perform the search.
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If there are no results matching your criteria, then a “No product found” message is

displayed.

<« Pharmaceutical Products... <« Pharmaceutical Products... L o Pharmaceutical Products...

Introduce some lefters concerning the
pharmaceutical product

Introduce some letters concerning the
pharmaceutical product

Introduce some letters concerning the
pharmaceutical product

‘ therm X ‘ ‘ ag X ‘ ‘ abcdef X ‘

Oyou must fill at least 3 characters

Product name: ADVEL
THERMOBALSAM

Active product: poivie de Cayenne
Reason: phytothérapie

© Refundable: Non-refundable product

jii

Product name: ASSAN THERMO

Active product: ACIDE
FLUFENAMIQUE

Reason

Refundable: Pharmaceutica

products

Product name: DERMATHERM
CREME

Active product:
Reason: cosmétique

@ Refundable: Non-refundable product

= Product name: FANGOTHERM
Active product
Reason: non enregistre

© Refundable: Non-refundable product

Product name: HOT THERMO DURA
C CREME

Tapping on the Back arrow (top-left corner), you’ll be return to Home Page.

12. SERIOUS ILLNESS RECOGNITION (JSIS)

12.1. View Serious illness recognition requests

1) From the service list, select “Serious IlIness Recognition” to view all serious
illness recognition requests created so far (below left).

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

3) You can choose to edit or delete a request in Draft status by tapping on the

three dots icon * next to the request. (below middle)

4) Tap on an existing request to view the request information. If the request has
been submitted, you can see the Scan reference code. (below right)

5) If your request is in Draft status you can continue to modify it as described in
the next section.
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6) The floating action button (FAB)

12.2.

allows you to create a new request.

Create a new serious illness recognition request

JSIS members can create a new Serious Iliness Recognition request as follows:

1. From the service list, select “Serious IlIness Recognition”.

Unknown UNKNOWN
Connected - Logout

¥ Language

Reimbursement requests

Account sheets

Administrative data

Insurance certificates

Direct Billings

Accident declarations

Prior authorisations

Affiliation to External Insurance

Pharmaceutical Products List

Serious lliness Recognition

JSIS Online Help

PE®PBWOEO®E@D® |

X

English ~

€  Serious lliness Recognition All ~
June 2024
eFb pDCRIvV
9 Updated on: 24/06/2024
[
eFb pDCRIvV
9 Updated on: 24/06/2024
G o=
eFb pDCRIv
9 Updated on: 21/06/2024
G o=
XjewPKNm eCnxso
e 240621.739519
Requested on : 21/06/2024
Q) Ssuomit
April 2013
eFb pDCRIvV
9 130404.421025
Requested on : 04/04/2013
01/02/2013 - 31/01/2015
@ Refsec
July 2009
eFb pDCRIvV
9 090715.420193 +
Requested on : 15/07/2009
2AMER0NG - ITNEINAL d

+

2. Taponthe icon.

3. Modify the start date, if necessary. By default, the current date is selected.

4. Select the Beneficiary from the list.
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Create request

General information General information
Requesi date Reguest cate
02/07/2024 021072024
Start date * Startdate *
02072024 T 0210772024 -
Baneficary Benafeiary *
N Efb Pdcriv .
Is it an extension? »

N

10f3

Xjewpknm Eonxso

MEXT 3

HEXT 3

10f3

5. Select if the request is an extension. If no, jump to step 7.

6. Ifthe request is an extension, you’ll need to select the previous recognition. If
there is no previous recognition, then an error will be displayed. In this case,
simply set back the “Is this an extension?” field to No. Both cases are
exemplified below. As a note, in case of extensions, the start date will be
modified as default as the next day after the existing recognition expires.

X Create request SAVE

General information

Request date

02/07/2024 02107/2024 02/07/2024
Startdste* startdate s Startste”

0210712024 - 02/07/2024 - 26/10/2024 -
Sanatazny R Benefioiary *

EM Pdcnv M Gdo Gyrchviqtk - Gao Gyrenvigtk

Is it an extension?
Ghaose e *

No reference to a serious illness
@  recognised by the JSIS has been
found

10f3 HEXT >

X Create request SAVE

General information

Requestdate

Is it an extension?

Choose fle *

1073 NEXT >
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Gdo Gyrchvjgtk: 240412 1330135 (11/04/2024 -
25/10/2024)

X Create request SAVE

General information

Requast datz

Is it an extension?

Chaose fie *

Gdo Gyrchvjqtk: 2404121330135 (11/04/2024 -

1013 NEXT 3




7. Tap Next

8. System displays Step 2 — Supporting documents

9. Taponthe y icon to add a new supporting document. The following types
of supported documents are available: RMC — Medical officer’s medical
report (mandatory) and Detailed medical report (optional). A single file per
type is allowed.

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.

10. The system will prompt you to take a photo or choose a file from your
mobile.

11. Take a photo or select document from your documents list.

12. If the document is scanned, you’ll need to add the File name, otherwise if it’s
selected from the device it is automatically proposed (it will include the
document type e.g. .pdf, .jpeg)

Supparting documenls = ® DO % Add document

Atachiment * Attachment *
B wedical repon ) hsedical report

i SCan DOCUMERT + SELELT FiLE i STAH DOCUMENT + SELECT FIRE

ament details Document details.

Fia mamat

al repost Lnah

Secemant oype *

Cemmant

- \

Adoitional supporing document

13. Tap Done to save and return to the supporting document list. Repeat the
process above to add a second type of document (if needed) and when you
have finished addition your support documents, tap Next.
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X Supporting documents SAVE

Medical report
1 RMC - Medical officer's medical
report
{ PREVIOUS 20f3

NEXT 3

14. The system will move to Step 3 — Summary. In this step you can view all your
information in a summarized way and you can add a comment.

15. When you’re done checking your information, tap on “Send” to submit the
request or on Save to keep it as Draft, if you have any doubts.

16. The request will be listed as Submitted. Tap on it to view the details

X Supporting documents SAVE €« Serious lliness Recognition All ~ X View request

Medical report
1 RMC - Medical officer's medical
report

< PREVIOUS 2073

NEXT »

Please keep the original documents
and do not introduce the same request
for prior autherisation on paper.

General information

Sean referance

o ot

na

Request date

02/07/2024

Baneficiary

Efb Pdcriv

From -To

02/07/2024 -

Support documents

Medical report
RMC - Medical officer's medical report

Comment

{ PREVIOUS 30of3 SEND

July 2024

eFb pDCRIV
9 240702.T39557
Requested on : 02/07/2024

@ Sumise

eFb pDCRIV
Updated on: 24/06/2024

3
N
8
®

G oot

eFb pDCRIv
Updaled on: 24/06/2024

@

G o

eFb pDCRIV
Updaled on: 21/06/2024

@

o o

XjewPkNm eCQnxso
240621.T39519
Requested on © 21/06/2024

0

© sumies
April 2013

&Fb pDCRIV
130404.421025

Requested on : 04/04/2013
01/02/2013 - 31/01/2015

@

With the electronic submission of this
request, you declare on your honour
that you will keep the original

supporting decuments in the event o.

General information
Sean raferanze
240702.T39557

Request date

02/07/2024

Baneficiary

Efb Edcriv

From-To

02/07/2024 -

Support documents

Medical report png

U RMC - Medical officer's medical report
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12.3. Adding additional required information in a Serious IlIness Recognition
request

There are two ways of adding additional information in a previously submitted
Serious illness recognition request:

a. From the notification that requires you to add further information, you tap
on “Details” (upper right side). This redirects you to the Serious illness
recognition request item where you can add the information immediately.

b. In the Serious illness recognition requests list, you can view the items with
the “Waiting for additional information” status. If you did not provide the
information yet, tap on the item and add the additional info required.

Steps:

1) Within to the specific Serious illness recognition request item you can add the
required supplementary information (below left and middle screen):

a. Tap on “Add Info”

b. Fill in the “General comment” text field
c. Attach additional documents, if needed
d. Tap “Send”

2) The additional information will be appended to the existing item (below right)
and will appear as “Submitted”.

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.
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13. JSIS ONLINE HELP (JSIS)

MyPMO includes a dedicated section JSIS online help. This section is available in the

service list as “JSIS online help”.

English = Q

Unknown UNKNOWN X
Connacted - Logout

a

EN

Language

My Health

Reimbursement requests Reimbursement requests

Account sheets Account sheets
Administrative data Administrative data
Insurance cerlificates Insurance certificates
Direct Billings Direct Billings

Accident declarations

Accident declarations

Prior authorisations Prior authorsations

Affiliation to External Insurance

Pharmaceutical Products List

Serious lliness Recognition

Affiliation to External Insurance

Pharmaceutical Products List

Serious lliness Recognition

OIOJOIOIOIOIQIOIOIOION

JSIS Online Help ~ #———— JSIS Online Help ———

QDOWE®@E®®E@W®

Tapping on “JSIS Online Help” will open a help menu with entries grouped in categories.
You can manually explore the contents by tapping on each category or you can use the
search feature.

Tapping on a category will expand the available topic. For each topic you’ll have two
options:

e Dedicated thematic information page on Staff Matters Portal — available by tapping
on the question mark;

e (Contact PMO services by sending a question if you did not find the answer you’re
looking for — available by tapping on the envelope icon.
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&  JSIS Online Help

have a question?

Fortal

¥

Procedures

v

Medical care

A4

Medical supplies

Al

Treatments

Al

Dependency

v

Specific events

A4

Preventive health

¥

Special rules

» JSIS Insurance

Q

Are you looking for information ? Do you
Click on @ to be directed to the thematic
information page on the Staff Matters
Click on & to send a question to the

PMO services, if you did not find the
answer you were looking for.

€  JSIS Online Help

Are you looking for information ? Do you

have a question?

Click on @ 1o be directed to the thematic
information page on the Staff Matters

Portal

¥ Procedures

Reimbursement account sheet

Direct billing

Prior authorisation

Reimbursement online

Forms (JSIS)

» Medical care

» Medical supplies

» Treatments

» Dependency

» Specific events

Click on & 1o send a question to the
PMO services, if you did not find the
answer you were looking for.

Q

@

__p 0 © © © o

—

Alternatively, you can search through the topics by tapping on the magnifying glass on the
top right corner and start typing the search criteria. The search is performed as you type
and the search results are displayed.

Online Help

—» Q

Are you looking for information ? Do you
have a question?

Click on @ 1o be directed to the thematic
information page on the Staff Matters
Portal

Click on & to send a question to the
PMO services, if you did not find the
answer you were looking for.

v

Procedures

v

Medical care

L

Medical supplies

v

Treatments

L4

Dependency

-

Specific events

L4

Preventive health

v

Special rules

v

J5IS Insurance

&« JSIS Online Help

Search

Q

Are you looking for information ? Do you

have a question?

Click on @ to be directed to the thematic
information page on the Staff Matters

Portal
L]

Click on £ to send a question 1o the
PMO services, if you did not find the
answer you were looking for.

» Procedures

* Medical care

» Medical supplies

» Treatments

» Dependency

» Specific events

» Preventive health

» Special rules

» JSIS Insurance

Search: dental Q

Are you locking for information 7 Do you
have a question?

Click on @ to be directed to the thematic
information page on the Staff Matters
Poral

Click on & to send a question to the
PMO services, if you did not find the
answer you were looking for

¥ Medical care

Dental care L]

K
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14. MissioNs (MIPS)
14.1. View Missions

The MyPMO application allows you to view missions in all status (e.g.: draft, under
validation, approved, etc).

To view missions, select “My missions” from the service list.

Missions can be filtered by “Open” or “Completed” status.

Diana DIAS JOSE

\Work a=: Diana DIAS JOSE € My missions € My missions
2 (DGTA2007) Jon 433218
coM January 2024 January 2024
Connected - Logaut
Brussels Brussels
% _— @ From 24/1/2024 to 26/1/202 @ From 24/1/2024 to 26/1/202-
A anguage OM-24-200008545 OM-24-200006545
Combined Leave Combined Leave
My Meetings 263.50 € 263.50 €
. Mowvember 2022 November 2022
Missions
From &/11/2023 to 8/11/202: From 8/11/2023 to 8/11/202
OM-23-200008408 @ OM-23-200006408
Missions to validate aa aa
o.00€ 0.00€

Last signed missions

®

Missions to be validated by oth...

Paris, Paris
@ From &/11/2023 to 14/11/202
OM-23-200006405

Paris, Paris
@ From &/11/2023 to 14/11/202
‘OM-23-200006405

| wil e a fraining | will give a fraining
? FaQ 845.41€ B45.41€
i About O Aorved oM All
0  userguide September 2023 Open
Privacy statement Completed

Paorto
E From 30/8/2023 to 8110/202

14.2. View Mission details

To view the general details of a mission, select “My missions” from the service list

then select a mission from the list.
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€ My missions

<  PARIS, PARIS

January 2024

Brussels
@ From 24/1/2024 to 26/1/202
OM-24-200006545

Combined Leave

263.50€

OM-23-200006405

© Aporaved OM
G Dehom
Mowvember 2022 @ Check ID: 62286837
ARIS ]
From 8/11/20232 to 8/11/202: _: PARIS, PARIS
OM-23-200006408 ™ Normal mission
== B 08/11/2023 - 14/11/2023
0.00€

With costs : YES

Paris, Paris
@ From B/11/2023 to 14/11/202
OM-23-200006405

Purpose

I will give a training

1 will give a fraining : Comments
845.41 €
no comments
@ Ao
Seplember 2023 Go Green

{ Carbon footprint: 57.56Kg CO2
Duration: &d 13h, Travel time: Sh

@

%

Porlo
oF:

Distance: 564Km. Steos: 4

Additional information about the missions (schedule, expenses and documents) are
available by selecting the corresponding tab.

PORTO BRUSSELS

MILAN, BERGAMO

SCHEDULE 5 DOCUMENTS Al SCHEDULE EXPENSES

01/09/2023

BRUSSELS - FORTO

Travel agency costs

dummyS-pdf.png.pdf
DF Reimbursement justificatio.

\Working place Transport 300.00% This I the description
22 1 meeting
- i i YES
E © 07:00 - 0800, 1h, by train Ticket delivery flowers jpeg
Mobile boarding pass YES Other

f 74.54Kg CO2, 1553Km

10/09/2023

PCORTC - BRUSSELS
Arrival
® 18:00 - 20:00, 2. by train

f 7454Kg CO2, 1553Km

Comments: 300 commenis

Brussels, Mai 24

Miscellaneous costs

Airport parking
Comments: |ate arrivalideparture

@ ADD COST:

Brussels, Mai 24
Daily allowances
Days 0.38 x 102.00 €

Misrzlznanis rnote

e © © O

rcam_pmo_10_ec.europa...
Other

rcam_pmo_10_ec.europa.eu.pdf

uploadedby_pmo02.pdf
Other
uploar

dby_pma02

14.3.  View Mission meetings

To view meetings, follow the steps:
1) Select “My missions” from the service list.
2) Select the mission.

3) Select the “Schedule” tab.
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4) Select the corresponding place.

&«

January 2024

My missions Al ~

Erussels

Fromn 24/1/2024 o 26/1/202
OM-24-200006545
Combined Leave

263.50€

MNovember 2023

GENERAL SCHEDULE

<  PARIS, PARIS

EXPENSES

0811/2023

BRUSSELS - PARIS
Working place

g 2§ meating
@ 08:00 - 10:00, Zh, by train

T 12.72Kg CO2, 285Km

DOCUMENTS

From 2/11/2023 to 8/11/2022
OM-23-200006408

EE)

0.00€

Paris, Paris
Fromn 2/11/2022 to 14/11/202

| will give a training
S40.41€

O Approves oM

September 2023

®)

14.4.

MyPMO allows the Mission Performer to add or edit miscellaneous costs to a

Porio
Fromn 20/9/2022 to 9/10/202

Mission costs

mission.

The costs can be added for a Mission Order (OM) in “Draft” or in “reject for
modifications”, also for declarations fees in the same status and when the place type

10i11/2023

PARIS - VERSAILLES
Holiday
@ 18:00 - 20:00, Zh, by train

T 0.32Kg COZ 17Km
1211172023

VERSAILLES - PARIS

Woarking place
E 2 i meeting
% 12:00 - 20:00, Zh, by train
T 0.22Kg COZ 17Km

1411172023

PARIS - BRUSSELS
Arriwal

is not holidays, among other rules.

To add a cost, follow the steps:

1) Select “My missions” from the service list.

2) Select the mission.

3) Select the “Expenses” tab.

4) Select the “add cost” button.

5) The screen with the cost details opens, fill the

required information:
a. Type
b. Cost date (for
c. Amount

d. Currency

authorised travels)
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Paris

&11/2023 10:00 - 18:00, 2d 8h

& BRUSSELS

GENERAL SCHEDULE EXPENSES

Mobile boarding pass

Brussels, Mai 17
Miscellaneous costs

No miscellansous costs inserted

© ADD COST

Brussels, Mai 17 - 20
Daily allowances
Days 7.46 x 102.00 €

Miscellaneous cosis

Airplane H

Brussels, Mai 24
Miscellaneous costs

Mo miscellansous cosls inserted

© ~DD cOsT




e. Comment/Justification

6) Tap “Add” to save.

Add miscellaneous co... ADD x  Add miscellaneous co__ Add miscellaneous co._.
. Details .
Details Details
Type*
Type * Airport parking ’ Type*
N Airport parking
Amount * Currency *
C 100 ANG . Costdate®
Amount * Currency *
EUR N Tap/click to select date T
C Total: 50.97 € Amaount * Currency * .
Comment EUR
Justification *

Justification * -

heavy luggage

When adding a cost in other currencies the value is converted to EUR, and this is
shown on the “Expenses” tab together with the other costs. The original currency and
value can be viewed when editing the cost. (above middle)

For authorised travels it’s also required the date/time (this should be between the
schedules of the routes). The “cost date” field is displayed after you select the cost

type.

To edit a cost simply tap on the cost to be edited or select three dots button next to it
and choose “Edit” from the context menu.

< BRUSSELS BRUSSELS

GEMERAL SCHEDULE EXPENSES

Mobile boarding pass HO Mobile boarding pass HNO
Brussels, Mai 17 Brussels, Mai 17
Miscsllansous costs Miscellaneous costs
No miscellaneous costs inserted No miscellansous costs insersd

@ ADD COST @ ADD COST
Brussels, Mai 17 - 20 Brussels, Mai 17 - 20
Daily allowances Daily allowances
Days 7.46x 10200 € T60.75€ Days 7.46 x 102.00€ T60.75€
Miscellaneous costs Miscellaneous costs

© ADD COsT

i} Delete

Brussels, Mai 24 Brussels, Mai 24
Miscellaneous costs Miscellansous costs
No miscellansous costs inseried No miscellaneous costs insered

© ADD COST @ ADD COST

105



You can also delete a cost by using the three dots button next to the cost. When
tapping “delete” the cost details opened with the “delete” action. If you tap to delete,
a confirmation box is displayed to confirm/cancel the action.

< BRUSSELS € BRUSSELS x  Delete miscellaneous cos's DELETE X Delete miscellaneous costs DELETE

Details

GENERAL SCHEDULE  EXPENSES  DOCUMENTS EXPENSES Details

Type*
Airport parking recovery

Trpes
Mobile boarding pass no Mobile boarding pass o Airport parking recovery

Amount * Currenay *

Brussels. Mai 17 Brussels. Mai 17 20 EUR 20 EUR

Miscellaneous costs Miscallaneaus costs
Total: - 2000 €
Ho miscellaneous cosis inserled Mo miscellaneous costs inserted

DD COST
© #ob co O AEDEKET Comment Comment

Confirm delete

Brussels, Mai 17 - 20 Brussels, Mai 17 - 20

Daily allowances Daily allowances

Days 746 10200 € 6075 € Days 7.46x 10200 € 76075 E

Miscellaneous costs Miscallaneaus costs

Airport parking recovery O

© £DD cosT

Airport parking recoverv i -2000€

Brussels, Mai 24 Brussels, Mai 24

Miscellan Miscellaneous costs

Ho miscellaneous costs inserted No miscelianeous costs inserted

© 20D CosT @ ADD COST

14.5. Add mission documents

The App allows the Mission Performer to upload pictures and documents into a
selected mission folder.

The pictures and documents are either mission-related expenses (hotel bills, travel
tickets...) which will be partially or totally reimbursed, or documents identified as
“internal only” that relate to the mission itself (such as mission reports).

Adding pictures and/or documents is possible once the mission is created until the
Mission Performer validates and signs the statement of expenses.

To add a document, follow the steps:
1) Select “My missions” from the service list.
2) Select the mission.

3) Select the “Documents” tab.

4) Selectthe * action button.

5) Upload file. The App allows you to add pictures and/or documents, taken by
the camera or added from a local folder to the mission (folder). The authorized
file formats are PDF, JPG and TIF.

6) When needed, update the file name.

7) Select the document type.
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8) When needed, enter some description.
9) When applicable, check the “internal-only”* checkbox.
10) Press “Save”.

11) The App confirms that the document was added and add the document to the
list of available documents.

Diana DIAS JOSE

Work as: Diana DIAS JOSE
{DIGIT.A 3.007) Job: 433218
COom

Connested - Logout

¥,  Language English ~

My Meetings

O,
O,

FAQ

Missions

Missions to validate

Last signed missions

About

User guide

Privacy statement

Missions to be validated by oth...

€ My missions
% y

January 2024

Brussels
@ From 24/1/2024 to 26017202
OM-24-200006545

Combined Leave
263.50€

Movembear 2023

Al - L

PARIS, PARIS

GENERAL  SCHEDULE  EXPENSES

ogr1/2022

. BRUSSELS - PARIS

‘Working place
g 22 1 meeting
{8 08:00 - 10:00, 2h, by train

T 12.72Kg COZ, 285Km

@ OM-23-200006405
EE

000€

From 81172023 to &/11/2022

10M11/2023

PARIS - VERSAILLES
" Holiday
@ 18:00 - 20-00, Zh, by train

f 022w COZ, 17Km

Paris, Paris

OM-23-200006405
1 will give = training
84541 €

P y—

September 2023

Porto

@ From 30/8/2023 to 8/10v202

PARIS, PARIS

SCHEDULE EXI

DOCUMENT 5

image_jpg
OM supporting documents
document iphone

vaniagens jpg .
CM supporting documents

! For internal use only: The document can be consulted by the members of the visa chain only. By tapping yes, the
downloaded documents will not be visible by the PMO but only by the persons having access to your mission (mission

performer, hierarchical supervisor, authorising officer ...)

107

From &/11/2023 to 14/11/202

121172023

VERSAILLES - PARIS
. ‘Working place
21 meeting
¥ 18:00 - 20:00, 2h, by train
T 0.82Kg COR. 17Km

14111/2023

PARIS - BRUSSELS

Arrival

Add a new document

Attachment*

+ SELECT FILE B SCAN DOCUMEMNT

Document details

File name *

Document type *

Description

For internal use only (]

DOCUMENTS




Add a new document SAVE & PARIS, PARIS

Attachment* AL SCHEDULE EX
% vantagens jpg image.jpg
2210212023 LE CM supporting documents

document iphone

vantagens.jpg

SCAN DOCUMENT
a CM supporting documents

+ SELECT FILE

% vantagens jpg

Document details Note

File name *
vantagens.jpg

Document type *

Mote

Description

For internal use only

14.6. Delete mission documents

To remove a document, follow the steps:
1) Select “My missions” from the service list.
2) Select the mission.

3) Select the “Documents” tab.

4) Tap on the * jcon next to the document to delete and select “Delete”.

5) The App deletes the document and confirms the operation.

PARIS, PARIS

<  PARIS, PARIS < PARIS, PARIS

GENERAL SCHEDULE EXPENSES DOCUMENTS DOCUMENT S GENERAL SCHEDWULE EXPENSES DOCUMENTS

image.jpg image.ipg image.jpg
OM supparting documents H ﬁ OM supporting documents B % OM supporting documents
document iphone document iphone document iphone
% vantagens jpg a vantagens.jpg vantagens jpg
OM suppaorting documents Ol =umnasting dncimentc OM supporting documents
/  Edit

% vantagens jpg
Mate

N
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14.7. Edit mission documents

To edit a document, follow the steps:
1) Select “My missions” from the service list.
2) Select the mission.

3) Select the “Documents” tab.

4) Tap on the * icon next to the document to edit and select “Edit”.

5) When needed, update the file name, document type, description and “for
internal use only” flag.

6) Press “Save”

7) The App updates the document metadata and confirms the operation.

< PARIS, PARIS Edit document

DOCUMENTS File name *
vantagens jpg

GENERAL  SCHEDULE EXPENSES  DOCUMENTS

image jpg image.ipg Document type *

% OM supparting documents : ﬁ Ol supporting documents : OM supporting documents
document iphone document iphone _—
iescnpton
vantagens jpg . B vantagens jpg i
OM supporting documents : .
‘ 4 Edit For internal use only
1
MW  Delete

- @
14.8. View mission documents
To view a document, follow the steps:
1) Select “My missions” from the service list.
2) Select the mission.
3) Select the “Documents” tab.
4) Select on the document to display.

5) The App opens the document in a preview window.
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6) Close the preview window by tapping on the icon or on the BACK key.

<  MILAN, BERGAMO

EXPENSES DOCUMENTS

% 160033803432152992525...
Note

dummyS-pdf.png.pdf
% DF Reimbursement justificatio..
This Is the description

% flowers.jpeg
Other

149. Go Green

As a part of the greening initiative of the European Commission, the total carbon
footprint of the mission will be displayed in your mission details. The carbon footprint
is calculated automatically based on the input data: distance to destination,
transportation type, etc

You can see the carbon footprint in the mission’s details and also broken down for
each travel segment.

1) Select “My missions” from the service list.
2) Go to Mission details.

3) Carbon footprint, for the complete mission, is displayed under Go Green
paragraph (left below).

4) Go to Mission Schedule.

5) Carbon footprint for the travel segment is displayed under each travel segment
(right below).
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€< PORTO €< PORTO

GENERAL SCHEDULE DOCUMENTS GEMERAL SCHEDULE EXFENSES DOCUMENTS

12/0872023

OM-23-200004745
BRUSSELS - PORTO

Working place
@ e ou 2 1 meeting
= © 07:00 - 08:00, 1h, by train
G) Check ID: 46485037 ¥ 7454Kg CO2, 1553Km
¥ PORTO 21/06/2023
& Normal mission
B 12/06/2023 - 21/06/2023 PORTO - BRUSSELS
Arrival
With costs | YES © 18:00 - 20:00, 2h, by train
( f 74.54Kg COZ, 1553Km )
Purpose

More than 3days leave

Go Green

f Carbon footprint. 149.08kKg CO2
® Duration: 9d 13h, Travel time: 3h
<< Distance: 3106Km, Steps: 2

14.10. Duplicate a mission
A mission can be duplicated in any status or type (OM, DF, DL).
1) Select “My missions” from the service list.

2) System displays your list of missions.

3) Select a mission and tap on the *icon.

4) Choose Duplicate from the list of possible actions.

5) Select a new departure date and select a job for mission.
6) Tap on Duplicate button on top right.

7) System displays the details of the new duplicated mission.

Note: You are not able to modify any details in the newly duplicated mission on the
mobile application. You will need to go to the MIPS desktop application should you
want to further modify your duplicated mission.

111



14.11. Withdraw a mission

BRUSSELS DUPLIGATE | ¢ BRUSSELS
Details GEMERAL

Depariuse daie *

10/03/2024 -

dobe
433215 - DIGIT A3.007 (COM)
@ Duplicate

W Delete

0OM-24-200006686

¥ BRUSSELS
& Normal mission

B 10/03/2024 - 12/03/2024

With costs : YES

Purpose

Combined Leave

Go Green

€ Carbon footprint: 82.32Kg CO2
@ Duration: 2d 13h, Travel time: 2d 11h
~ Distance: 1715Km, Steps: 1

You can only withdraw a mission that has been previously approved.

1) Select “My missions” from the service list.

2) System displays your list of missions.

3) Select a mission and tap on the *jcon.

4) Choose Withdraw from the list of possible actions — if Withdraw option does

not appear, your mission is not in the correct status (Approved).

5) System asks your confirmation.

6) If you tap Yes, system shows a confirmation of the withdrawal and changes

the status of the mission to Draft (DF)/Cancelled.

Note: It remains possible to insert cancellation fees if necessary, but only on the

desktop application.

@ Duplicate

a Withdraw

Withdraw mission

Are you sure you want to

withdraw this mission?
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14.12.

1)
2)
3)
4)

5)
6)

Delete a mission
Select “My missions” from the service list.

System displays your list of missions.

Select a mission and tap on the *jcon,

Choose Delete from the list of possible actions - if the Delete option is not
available, the mission is in a status that does not allow you to delete it.

System asks your confirmation.

If you tap Yes, system shows a confirmation of the delete action and the
mission no longer appears in your missions list.

Note: A mission can only be deleted when it is in Draft status.

a Duplicate

Delete mission

Are you sure you want to delete
this mission?
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15. MISSIONS VALIDATION (MIPS)
As soon as the Mission Order (OM) is signed, the immediate superior is informed
automatically (via a notification) that a mission has to be signed. Same procedure for
the Authorising Officer (notification sent as soon as OM was signed), who may
approve or refuse the mission.
The following menus are only shown for users with permissions to see them and to
perform the respective actions.
15.1. Missions to validate
From the service list, you should select “Missions to validate” to view all missions
assigned to him/her for validation.
Only missions that don’t require additional input and processing can be validated
from MyPMO. Alternatively, you can use the standard MiPS Web Application.
The existing missions to validate are displayed grouped in sections of:
- Mission orders;
- Fees declarations
- To validate once viewed (visible only when missions under this category
are available).
Diana DIAS JOSE < Missions to validate All ¥ < Missions to validate All ¥
° ‘Work a=: Diana DIAS JOSE x
- ;.D,.I.G T.A.3.007) Job: 432218 . T i i
;::lm_mgm Mission orders @ @ Mission orders @
Fees Declarations @ v Mission orders (2)
YA Language English ~ g
My Meetings S F[C& ’4?:0:3'0
My Missions

Missions

Missions to validate

Last signed missicns

Missions to be validated by oth. .. Late approval (2)

Porto

FAQ = 27/512023 to 5/6/2023
04925
About Only missions that don't require PR
additional input and processing can be Ml
User guide from Mobile. ively, OK e
please use the standard MiPS Web
_ Application Porto
Privacy statement =3 From28/52023 to 6672023

“Mission orders” section displays missions to be validated organized by the following
categories:

Mission orders

Long term

Late approval

More than 3 days of holidays
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e With combined periods
e Organizer
e With advances

These sections display (e.g. (2)) the number of missions to be validated within each
of them. For the moment only missions under “Mission orders” can be validated on
MyPMO as they do not require additional information.

15.2.  Mission approval

An user with permissions to validate a mission can approve a mission by the following
the next steps:

1) Select “Missions to validate” from the service list.

2) On each mission to validate, you can swipe left the mission or tap the three

dots button , then the Approve/Reject actions are displayed.

i < Missions to validate < Missions to validate LURS
Diana DIAS JOSE
‘Work as: Diana DIAS JOSE x
o (DIGTA2007) ob: 23218 Mission arders @ A~ Mission orders € A
comM v
Connected - Logout Mission orders (1) Mission orders (1)
N Porto
Ma  Language English ~ B From 117202310 2072023
OM-23-200004985
] TOY STORY LS
LiyliEehre For automated va e Iha
leave ©  Reject
My Missions 79683 €
Late approval (2) @ Approve l Late approval (2)
Missions o Porto
B From 28152023 to 6162023 B From 26052023 to 5652023
Ol-23-200004703 O1-23-200004708
Missions to validate TRy TOV STORY
More than 3days leave More than 3days leave
795.88 € 79888 €
Last signed missions Porta Porto
= From 13162023 to 22082023 B3 From 1362023 to 22562023
OM-23-200004707 OM-23-200004707
TOY STORY ? TOY STORY
@ ) Missions to be validated by oth... More than 3days leave More than Jdays leave
795.88 € 79888 €
FAQ Fees Declarations @ ~ Fees Declarations @ v

About

User guide

Privacy statement

3) Tap “Approve”.

4) A pop up is displayed to confirm the action and informing you that it is an
irreversible operation (below middle screen)

5) Provide a comment, if needed, not mandatory.
6) You can approve the mission by tapping “APPROVE” on the top right.

7) The mission status change to “Approved OM”.
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Note: You can also navigate to mission details to check all mission related details
(except “Warnings” tab which is not visible on Mobile) and from there tap on the
APPROVE button on the bottom left.

< PARIS € PARIS < PARIS

GENERAL SCHEDULE EXPENSES DOCUMENTS GENERAL GENERAL SCHEDULE EXPENSES DOCUMENTS

OM-23-200006266 % Approve mission APPROVE OM-23-200006266
@ Undes vacltion OM Ireversible operation! You @ Apoved oM
will not be able to modify
9 PARIS any more. Are you sure
& Mormal mission you want to validate? () Check ID: 60396693
B 14/08/2023 - 15/08/2023
Comment 9 PARIS

With costs : YES & Normal mission

B 14/08/2023 - 15/08/2023
Purpose With costs : YES
Missions to Validate

Purpose
Go Green Missions to Validate

€ Carbon footprint 86 4Kg C0O2
@ Duration: 1d 12h, Travel time: 4h Go Green

~* Distance: 530Km, Steps: 2
? f  Carbon footprint: 85 4Kg CO2

©  Duration: 1d 12h, Travel time: 4h
<" Distance: 530Km, Steps: 2

APPROVE © REJECT

15.3. Mission rejection

An user with permissions to validate a mission can reject a mission by the following
the next steps:

1) Select “Missions to validate” from the service list.
2) On each mission to validate, you can swipe left the mission or tap the three

dots button ° , then the Approve/Reject actions are displayed.

Diana DIAS JOSE €  Missions to validate Al -
. ‘Work as: Diana DIAS JOSE x
- {DIGIT.A_3.007) Job: 433218 i
COoM -
Connected - Logout Mission orders
- A Porto
¥ Language FIE ) From 17200310 272023
OM-23-200004585
My Meetings
My Missions

Late approval (2

Missions

Porto

(s From

Missions to validate [ —
Porto Port
Last signed missions a From 1V62023 1o 2262023 = ,f,,_,a

Missions to be validated by oth...

@ @©E|®
1
~i4

FAQ

About

User guide

Privacy statement
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3) Tap “Reject”.

4) A pop up is displayed to confirm the action.

5) Select the Type of request: “Final reject” or “Reject for modification”
6) Provide a comment, which is mandatory.

7) You can reject the mission by tapping “REJECT” on the top right.

8) A pop up informing you that it is an irreversible operation is shown. If tap
“YES” the rejection is performed, if “CANCEL” no action is taken.

Note: You can also navigate to mission details to check all mission related details
(except “Warnings” tab which is not visible on Mobile) and from there tap on the
Reject button on the bottom left.

< PARIS

&  Missions to validate

< PARIS

GENERAL  SCHEDULE  EXPENSES DOCUMENTS GENERAL SCHEDULE EXPENSES DOCUMENTS

Mission orders € ~

OM-23-200006267 OM-23-200006267

*  Reject mission REJECT I

@ Under vaiciation OM © Refused OM

i
2
i

9 PARIS Final rejact ® Final rajact ® ¥ PARIS
= MNormal mission = Normal mission
@ 21/08/2023 - 22/08/2023 Reject for modificati B 21/08/2023 - 22/08/2023

IRREVERSIBLE OPERATION!
With costs © YES - You will not be able to madify With costs : YES
wemment any more. Are you sure you
want to reject?

Purpose Purpose
Missions to Validate YES  CANCEL Missions to Validate
"

Go Green Go Green

{ Carbon foolprint: 36.4Kg CO2 f Carbon footprint: 86 4Kg CO2

@ Duration: 1d 12h, Travel time: 4h © Duration: 1d 12h, Travel time: 4h

#* Distance: 530Km, Steps: 2 - Distance: 530Km, Steps: 2
APPROVE @ REJECT

15.4. Last signed mission

On this menu the validator can see the last missions signed by himself. These missions
are read-only for the validator.

From the service list, select “Last signed mission” menu and the list of last missions
signed with the current job will be displayed.

To see the mission details and current status you can tap on the mission.

The menu is only visible for users with permissions to validate missions.
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Diana DIAS JOSE < Last signed missions < PORTO
‘Work a=: Diana DIAS JOSE x
2 (DGmA3007) Job: 433218 Septembre 2023
com v
Connected - Logout Porto (Prt)
B from 12023 0 202003 OM-23-200005849
¥ Language English ~ OM-23-200005849
KOTWICA Michal
Mormal missi
My Missions Aoiit 2023 9 PORTO

& Normal mission
. Porto (Prt) & 11/09/2023 - 20/09/2023
Missions B3 From 28/82023 to /92023
OM-23-200005806 With costs : YES
KOTWICA Michal
Missions to validate Mormal mission

Purpose

83885 €

. - Normal mission
Last signed missions

Go Green

f Carbon footprint: 149.08Kg CO2
© Duration: 9d 13h, Travel time: 3h

Missions to be validated by oth...

@Ie® ®

? FAQ +¢ Distance: 3106Km, Steps: 2
Paris (Fra)
i About =9 From 14182023 to 1522023
OM-23-200006266
[I] User guide KOTWICA Michal
Missions to Validate
170.00 €

(6] Privacy statement

15.5. Missions to be validated by others

On this menu, a user with permissions, can search and view missions assigned to other
users for validation.

By selecting “Missions to be validated by others™ on the service list you will be sent
to the search page where you can search missions to be validated using the following
criteria:

e Mission number (please notice this is not mission reference number, it’s the
mission numeric ID)

e Document type: “Mission orders” (selected by default) or “Fees
Declarations”

e Validator (search person)

e Scope (Search entity)

“Search” button to perform the search based on the filled criteria and “Clear” button
to clear all the already encoded data.
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LSO ¢  Missions to be validated by... <  Missions to be validated by...
‘Work as: Diana DIAS JOSE x

& (DIGIT.A.2.007) Job: 433213
com - Search missions Search missions
Connected - Logout
Mission number number
YA Language English ~
Document type Document type
My Meetings Mission orders Mission orders
My Missions QM"C :’ N »
Missions =<ape R Scope .
CLEAR CLEAR SEARCH
Missions to validate m -
@ Last signed missions
| @ Missions to be validated by oth... |
?  FAQ
i About Only missions that don't require
additional input and processing can be
0  user guide i from Mobile. jvely, oK
please use the standard MiPS Web
Application

@  Privacy statement

You can use single or multiple search criteria to narrow down search as needed. If the
scope is too wide to perform the search an alert message is displayed and the user
should fill more criteria (examples below).

< Missions to be validated by .. b4 Validator
Search missions Q  diana jose X Q Dieim x
Mission number
Enter mission id O Diana DIAS JOSE O DIGIT
Documant fype . ) DIGITA
Mission orders -
Vialidator ) DIGITAA
Search Person »
() DIGITA1.001
Scope
Search entity 14 ~
@] DIGITA1.002
CLEAR E
O DIGITA1.003
O DIGITA1.004
O DIGITAZ2
O DIGITA2001
O DIGITAZ2002
O  DIGITAZ2.003
Mission orders () DIGITA2.004
Fees Declarations O DIGITAZ

From the results you can proceed with approval/rejection, it works the same way as
in “Missions to validate”.

Following the same rules as in the previous menus, only missions that do not need
additional information can be validated from here, such as "Mission orders".
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Search missions

Mission number
Enter mission id

Document type
Mission orders

\alidator

Search Person

Scope
DIGIT

CLEAR

Mission orders &

Mission orders (1)

5

Dublin (Irf)

From 25/4/2023 to
26/9/2023
OM-23-2000045835
ADDD10DC PMO Mobile
Multiple Jobs

189.00€

Late approval (23)

Bruszels (Bel)
From 14/10/2020 to 15/10/2020

@  Reject

&  Approve
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ions to be validated by...

Search missions

Mission number
Enter mission id

Document type
Mission orders

Validator

Search Person »

Scope

DIGIT »
CLEAR

Mission orders &9 ~

Mission orders (1)

(Irl)

1912023 to

13

100004835 :
2Q PMO Mabile

Jobs

Late approval (23)

Bruszels (Bel)
From 14/10/2020 to 15/10/2020



16. MEETINGS (AGM)
16.1. View meeting list

You may view the list of meetings you have been invited to by selecting “My
meetings” on the service list.

For each meeting, the App displays the title, start and end dates, address (venue),
country, meeting status and whether the meeting has been accepted, rejected or
pending decision.

You may view all meetings or only the active or closed meetings. To do so, select the

Diana DIAS JOSE

Work az: Diana DIAS JOSE X
; (DIGIT.A.3.007) Job: 433218
COM -
Connected - Logout
N Language English =

My Meetings

= M =
Meetings

My Missions

User guide

Privacy statement

filter option as follows:

< Meetings Active ~
May 2024

Testing Attendance Modes Change
/2024 * 30/05/2024
astel - DUBROWNIK, HR
D Delegations validstzd

LY N

Testing Attendance Modes Change
27/04/2024 + 30/05/2024

¥ E3Castel - DUBROWNIK, HR

= Delegations vslidstzd

DJ -Test Full functionalities
/2024 + 23/05/2024

£ do Porto - PORTO, PT
ering attendance

L BT

J -Test Full functionalities
6/05/2024 -+ 28/05/2024
£#32 do Porto - PORTO, PT
OEntering attendance
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& Meetings Active ~
May 2024

Tasting Attendance Mode Change
27/05/2024 * 30/05/2024

B dCastel - DUBROWNIK, HR
D Delegations validatzd

Testing Attendance Mode Change
27/05/2024 * 30/05/2024

PEaCastzl - DUBROVNIK, HR
“Delegations validated

DuJ -Test Full functionalities
05/2024 + 23/05/2024
£ do Porto - PORTO, PT
ring sttendance

L BT

£ do Porto - PORTO, PT
nina attendance

DiJ -Test Full functionalities
25/05/2024 + 28/05/2024

Meetings

Testing Attendance Mode Change
27/M5/2024 * 30/05/2024

@ CHCastz! - DUBROVNIK, HR

@ Delegations validatzd b3

TGee

ITICE 2806 006 305

Testing Attendance Mode Change
27/05/2024 + 30/05/2024
@ E¥Castad - DUBROVMIK, HR

®Delegations validat=d 3

Undecided

D.J -Test Full functicnalities
6512024 5 28052024

©€¥S2 do Porte - PORTO, PT
@ Entering attendance >
o om oo
Active
Closed
Al



16.2. View meeting details

You may view the details of a meetings by selecting the meeting from the meetings
list. The MyPMO App displays the following details:

— Title — Link (to connect to the virtual
— ID meeting
— Status — Invitation content

— Dates — The invitation attachments. (to

— Group
— Venue

& Meetings Active -

May 2024

Testing Attendance Mode Change
5/2024 *+ 30/05/2024

B edCastel « DUBROVNIK, HR

D Delegations validated

vGee

Testing Attendance Mode Change
2770512024 + 30/05:2024

sted - DUBROVNIK, HR

= Delegations validsted

Vs

Undecided

st Full functionalities
024 - 28/05/2024
de Porte - PORTO, PT

ng attendance

XY

DJ -Test Full functionalities
5/2024 + 28/05/2024

de Porto » FORTO, PT
T Enterina attiendance

Select the “Participants” tab to view the participants list, under the same member, and

view/download an attachment, tap on
the attachment).

<  Testing Attendance Mode C_..

DETAILE PARTICIPANTS CORRESPOMDENTS

Testing Attendance Mode Changes

D: 31480815 9=
General information

@ 27/06/2024 ¥ 30/05/2024
DJ - Committee on 'Interoperability
Il‘.EG utions for European Public
Administrations, Businesses and Citizens
(154 Commitiee)
Castel
00 DUBROVNIK, HR

& ww.croacia.com
Meeting attendance confirmation

B Change sttendance

oG9 e

dates for which they accepted/rejected the meeting.

Select the “Correspondents” tab to view the list of correspondents and watchers, under

the same member.

<  Testing Attendance Mode C._.

DETAILE PARTICIPANTS

. DIAS JOSE Diana
L ORGANISATION

& Testing Attendance Mode C__.

DETALE PARTICIPANTE ~ CORRESPOMDENTS

nvitation

(This is a TEST)

Hi team,

'm happy to welcome you all to cur Native
3pp project. We've got a great team setup,
and I'm looking forward to seeing what we
accemplish together.

Please join me on Monday, May 27, for a kick-
off meeting at 10 a.m. We'll meet in the third-
floor conference room for about two hours.
Water and light refreshments will be provided.
Come prepared with any questions you have
sbout the project. We'll discuss overal
strategy. goals, and timelines, and everyone
will recaive their initial assignments.

Can't wait to get this project off the ground!
Thank you all,

Diana

< PMO MOBILE TEST 2020-12...

ol PONDENTS CORRESPONDENTS
& CHIRIAC Cristian WATCHER
®  BORGUET Renaud

e 9 e -
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16.3. Accept/Reject meeting invitation

When receiving for the first time an invitation to a meeting, you must activate your
profile in the AGM front-office application. This can only be done on the desktop
application, not on MyPMO.

Desktop application link: https://webgate.ec.europa.eu/tools/agm/fo

Missing profile data

Complete your personal data under yoyr Profile details fo get access to the meeting ver

Meetings

STATE YEAR

m Closed = All 2027 gl 2019 2018 2017

No items to display

Once the profile details are completed, meetings to which you were invited are
displayed in MyPMO and can be accepted or declined from the meeting details page.

To accept/reject a meeting in MyPMO, follow the steps:
1) Select “Meetings” from the service list.

(2)  Select the meeting from the list of meetings.

Diana DIAS JOSE

&«  Meetin Active -
Work: as: Diana MA S JOSE X gs
; (DIGIT.A.3.007) Job: 433218
T - May 2024

Connected - Logout
Yy Language English =

My Meetings

e [T} =
Meetings

My Missions

PEdCastel - DUBROWNIK, HR
= Delegations validated

st Full functionalities
24 * 23/05/2024
orto « PORTO, PT
g attendance

L BT

User guide D) -Test Full functionalities
512024 + 28/05/2024
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3) In the “Details” tab and tap on the “Change attendance” link.
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https://webgate.ec.europa.eu/tools/agm/fo

4 The app displays the meeting invitation date(s).

(5) Select the day(s), in accordance with the intention to attend (or not) this
meeting, and the attendance mode in case of hybrid meeting.

Android 105
<  Testing Attendance Mode C_.. <  Attendance SAVE < Attendance Save

DETAILE PARTICIPANTS CORRESPOMDENTS

Please specify on whish mesting dates you Please specify on which meeting dates you
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agree with the sharing of the participanis list
W Change atiendance containing ny Filiatio th oth
_ eontaining my name and afiliation with other | agree with the sharing of the participants list

participants for the purpose of possible future . - N
o " " poss containing my name and affiliation with other

cofEboratan. participants for the purpose of possible future
collaboration.
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(6) For meetings with User Consent required, the list of consent is shown, these
consent can be:

@ the type that needs an explicit consent (accept/reject) for some actions
that will be carried out during the event.

(b)  orstatements for information only, which the invitee cannot reject it.

(7) Save (the “save” button is only enable after all required answers are given)
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Hi team, Hi team,

After saving, the overview of the answers given are displayed, for the attendance days,
the mode and the consent.

You can change the attendance at any moment until the meeting takes place.
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17. PAYsLIPS (SYSPER)

17.1. View the list of my payslips

The MyPMO application allows you to view all your payslip statements and
download them on your device. The payslip statements include: salaries, pensions and
unemployment allowances.

To view the payslips, select “Pay / Pension slips” from the “My Rights” group from

the service list.

- oIGIT ) Job: -
Connecied - Logout Q

¥ Language English ~ My Mestings

My Meetings Meetings

My Missions My Missions

My Rights
S Missions

© Pay / Pension slips - Wy Rights

&} ) Documents ¥ ) Pay/ Pension slips

B ) certiicates Jill ) cocuments

By ) cerificates

FAQ

About

User guide

Privacy statement

or

MyPMO will open the Pay / Pension slips list which, depending on the existing
documents may be divided in sub-tabs:

e Activity — this sub-section will list the Salary statements
e Unemployment — this sub-section will list the Unemployment slips

e Pension — this sub-section will list the Pension slips

If there is no document in a sub-section, then the sub-section will be automatically
hidden.

From the Pay / Pension slips list, select the Activity sub-tab. The Salary statements
are listed with the latest on top.
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(_

2020

2019

e

Pay / Pension slips

AGTIVITY

Salary statement

Id- 9618924

07/2020

Council of the European Union

Salary statement

Id: 9608647

04/2020

Council of the European Union

Salary statement

Id- 9967636

102018

Council of the European Union

Salary statement

Id- 9967630

09/2018

Council of the European Union

Salary statement

Id: 9967628

08/2018

Council of the European Union

Salary statement

Id: 9967637

07/2019

Council of the European Union

Salary statement
- 99R76

A button in the top right corner will allow you to filter the list for a specific year. By
default, the list displays all salary statements. If there is a single year with records,
then the filter is hidden.

&  Pay / Pension slips

Salary statement

Salary stalement

L i 98RTAI?

In the same way, you can navigate through the pension slips and unemployment

allowances.

& 9567530 all
092019
Council of the European Union 2020
Salary stalement

&) e oss7eze 203
082019
Council of the European Linion 2018

27 ) 10 9967637
arn1e
Councl of the Eurapaan Unsn 2014
Salary statement 2013

<+

Pay / Pension slips

2020 2020 Salary statement
R ) 109967582
Salary statement Salary statement 122017
&) 109618924 Id: 9618924 Council of the Eurapsan Union
0772020 0772020
Council of the European Union ‘Council of the European Unicn Frais de voyage annuel
h2J ) 109967575
Salary stalement Salary statement 122017
o 960BE4T @ Id: 9606647 Council of the European Union
0472020 0472020
Council of the European Linion ‘Council of the: European Unicn Salary statement
RS ) 109967578
2019 019 - 1
N Council ¢f the European Union
Salary stalement
&) 1o 9957630 Salary stalement
o alary statemen
102019 . 9967554
Council of the European Union ‘Council of the European Union 102017

Council of the European Union
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Pay / Pension slips Pay / Pension slips

ACTIVITY PENSION ACTIVITY UNEMPLOYMENT

Allocation d'invaliaité AGENT TEMPORAIRE CHOMEUR - Limité
Id: 14168257 Id: 9625362

01/2024 0712020

Council of the European Union European External Action Service

AGENT TEMPORAIRE CHOMEUR - Limité
1d: 9625025

0472020

European External Action Service

17.2. View and download a payslip

To view any type of payslip, from the list, tap on it and a PDF preview will open.
From the preview, you can zoom in and zoom out for details, you can save it on the
device or you can go back to the list.

This behaviour is applicable to all payslips: salary statements, pension slips and
unemployment allowances.

LETS QU aee— <  Council of the European Union_1

Faches de paic (Acesptanes)
TR NOT AVAILABLE ON TIT FILE SYSTEM 1
PER_ID: 50025475

INS CD CM

PAGE : 173

NDR_ID: 9967602
NDY_ID: 9967606

Faches de paic (Acccptanes)
1FTLE NOT AVAILARLE ON TIHF FITE SYSTEM 12t

PIR_ID: 50025875
INS CD-CM

Download file — ) zoom @
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18. DOCUMENTS (SYSPER)
18.1. View the list of my documents

The MyPMO application allows you to view all your documents from SYSPER and
download them on your device. The available documents in MyPMO are the
documents available in SYSPER / Personal Data / Documents section.

To view the documents, select “Documents” from the “My Rights” group from the

service list.
. V‘;D’k - x
-~ (DIGIT ) Job:

Connected - Logout v Q
?A Language English ~ My Meetings
My Meetings Meetings
RYMESODS My Missions

Iy Rights
Missions

€ ) Pray/prension siips
= ° My Rights

|;|| Documents T @ Pay / Pension slips

B Certificates lal} ) Documents -

By | certiicates

FAQ

About

User guide

Privacy statement

MyPMO will open the Document list.
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PMO1 - Professional Activity declaration
[H_n Created on: 02/04/2024 16:24:52

Languags: FRA

1D: 1902018

Archived

PMO1 - Professional Activity declaration
m Created on: 05/10/2022 09:36:03

Language: FRA

1D: 1474814

Archived

PIMO1/5 - End of studies
m Created on- 26/08/2022 10:55:33

Language: FRA

1D: 1452652

Archived

PMO1/5 - End of studies
[Hn Created on: 12/07/2022 14:37:20

Language: FRA

1D: 1429940

Archived

18.2. View and download a document

To view a document from the list, tap on it and a PDF preview will open. From the
preview, you can zoom in and zoom out for details, you can save it on the device or
you can go back to the list.

EET QG IE——— < PMO1 - Professional Activity decl

Download file — ® zoom @
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19. CERTIFICATES (SYSPER)

19.1. View the list of my certificates

The MyPMO application allows you to view all your certificates from SYSPER and
download them on your device. The available certificates in MyPMO are the cer

available in SYSPER / Personal Data / Certificates (HRMForms) section.

To view the certificates, select “Certificates” from the “My Rights” group from the

service list.
Work as X
-,  (DIGIT ) Job: .
Connected - Logout
¥  Language English ~
My Meetings
My Missions
My Rights
@ Pay / Pension slips
lill | Documents
B Certificates ~—

FAQ

About

User guide

Privacy statement

MyPMO will open the Certificates list.
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€ Certificates

Tax Certificate - Retirement Art: 12
@ N.137544 - BEL - 2023 -

Created on- 09/03/2024 15:09:55

Language: NLD

1D: 1877629

Consolidate printing

Attestation fiscale - Retraite Art: 12
@ N.137544 - BEL - 2023 -

Created on: 08/03/2024 15:09:54

Language: FRA

ID: 1877628

Consolidate printing

Steuerbescheinigung - Pensionierung
@ Art: 12 N.137544 - BEL - 2023

Created on: 08/03/2024 15:09:52

Language: DEU

1D: 1877627

Archived

Tax Certificate - Retirement Art: 12
@ N.137544 - BEL - 2022 -

Created on: 04/03/2023 06:11:52

Language: NLD

ID: 1595388

Consolidate printing

Attestation fiscale - Retraite Art: 12
@ N.137544 - BEL - 2022 -

Created on: 04/03/2023 06:11:50

Language: FRA

1D: 1595387

Consolidate printing

Steuerbescheinigung - Pensionierung
@ Art: 12 N.137544 - BEL - 2022
[saled on. 04/03/2023 05:11:48

19.2. View and download a certificate

To view a certificate from the list, tap on it and a PDF preview will open. From the
preview, you can zoom in and zoom out for details, you can save it on the device or
you can go back to the list.

EEH QG <  Tax Certificate - Retirement Art: 1

Download file & zoom @
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20. TROUBLESHOOTING

20.1.

Client Failure Limit Exceeded
Problem:

When loading MyPMO on browser, iPhones upgraded to iOS version 14 may
enter a loop between EU Login and MyPMO (screen switching back and forth
between both screens). After a while, EU Login will stop and show a message
like “Client Failure Limit Exceeded”.

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), switch it to OFF.

No SIM = 12:43

Safari

Downloads

Show Icons in Tabs
Open Links

Close Tabs Manually

l Prevent Cross-Site Tracking . I Switchto OFF
A
Block All Cookies '
Fraudulent Website Warning

Check for Apple Pay
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