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INTRODUCTION

MyPMO is anativemobile application that allowall current and former employees

of the European Union Institutions, depending on their level of adceggw their

family insurance cards, request insurance certificates, declare medical apsences
requestdirect billings, to view missions, add missiond 0 ¢ u m@iewt ndesting
detailsand much more directly frortheir 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, dtatoesrs

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.

Note: For details regarding the common features of MyPMO, like how to manage the
favourites or how to check the notifications, please see the MyPMO Common features
user guide.

ADMINISTRATIVE DATA (JSIS)
2.1. View Administrative data
JSIS membersan view the insurance cards for all family members covered by JSIS.

From the service listapo nAdfininistrativedata . The App will displ a
cards of your family compositiofibelow left)

As in JSISOnline, the sickness and accident coverage icons are available
1 Redicon: Primary full right coverage.
1 Orangecon. Complementary right coverage.
1 Greyicon: No Coverage

You can select an insurance card to view more détzlsw middle and right)The
details areorganized in tabs, below thee n e f inamear y 6 s



&« Administrative data

TOY STORY

Affiliate

AR,

a5 Accidont

European Union Official Health Insurance

European Union Official Health Insurance

BUGS BUNNY

Spouse

Siciess  Accidant

European Union Official Health Insurance

WINNIE THE POOH

Child

European Union Official Health Insurance

TOY STORY

IDENTITY

RELATIONSHIP

Toy

STORY

01/01/1971

Man &

12345

Married

Estonian

English, French

English

TOY STORY

IDENTITY COVER ADDRESS  RELATIONSHIP

Affiliate 12345 o @ +

Sickness and accident

Sickness Primary ¥
Accident Covered +
Social security

Description Commission
Valid from 16/09/2006

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

| NSURANCE CERTIFICATES (JSIS)

3.1. View Insurance Certificates

From the service list

so far.

selhset amc e

certificateso to


https://webgate.ec.europa.eu/RCAM
https://myintracomm.ec.europa.eu/staff/EN/Pages/index.aspx?ln=en

Unknown UNKNOWN
Connected - Logout

¥,  Language Engiish ~

Reimbursement requests

Account sheets

Administrative data

X

Insurance certificates

Direct Billings

Accident declarations

Prior authorisations

Affiliation to External Insurance

PEOOEE®® !

O Userguide

©®  Privacy statement

November 2021

QozZUZ tPOdya
ISIS primary coverage certificate

=

Q =

Mzv Buyri
9 JSIS primary cov

June 2021

Mzv BuyrvW
JSIS primary coverage certificate
Request date 11/06/2021

Your cert

ing created

@ swmitea

QozZUZ tPOdya
ISIS primary coverage certificate
Request date 11/06/2021

Your G

created
Q@ submites
February 2017

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

Request date 10/02/2017

€ Insurance certificates

+

+
Note: The floating action button (FAB, will allow you to request a new
insurancecertificate

Once

avai

| abl e

the corresponding item in the list.

3.2. Request Insurance Certificates

< Insurance certificates

November 2021

(status

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

Your certificate is being created

Q@ suomita

Mzv BuyrlvW
e JSIS primary coverage certificate
Request date 22/11/2021

Your ertificate is being created

Q =

June 2021

Mzv BuyrlvW
e JSIS primary coverage ceriificate
2021

Request date
Your certficate is being created

@ suomives

QozZUZ tPOdya
@ JSIS primary coverage certificate
Request date 2021

Your certificate is being created

© suomived

February 2017

Mzv BuyrlvW
e Certificate of JSIS cover, specifying the
of cover

Request date 10/02/2017

+ -

changes

R

ttapom Avai | a

JSIS membersan request insurance certificates for all family members covered by

JSIS.

Steps:

1) From the service lisselectilnsurance certificatés



+
2) Tapon the icon.
3) Select the beneficiary and choose the type of certificate.

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

& IEEE CiE X  Requestinsurance ...  SEND X  Requestinsurance ...  SEND
November 2021
QozZUZ tPOdya Select beneficiary Select beneficiary
icate
@ [roy story L J @® ToyStory (")
ugs Bunny L J Bugs Bunny 9
3zz Mania L J Tazz Mania L J
eque
o
Select certificate Select certificate
JSIS primary coverage cerlificate JSIS primary coverage ceriificate
Certificate for the "Hulk” @ Certificate for the "Hulk”

Additional information

Reference year

2019

February 2017

Mzv BuyrvW
e Certficate of JSIS cover, specifying the | o 2
of cover

Request date 10/02/2017

6) The app confirms that a new certificate was requested and adds the certificate
to the |ist of requested certificates.

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

8) Once generated, the App fires a notificatitappn theu icon) and changes
the status of the request to AAvail abl

9) Select the insurance certificdteview it.



€ 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



DIRECT BILLINGS (JSIS)

4.1. View direct billings

From the service list s el ect

createdso far(left below)

A DI

rect

Bil |l iregqgestd t o

The existing direct billingequestsre displayed for each beneficiary with the type of
request, the country where the request was made, the date of the request and the
r e q u"asus. e most recent direct billirejuestsre displayean top ofthe list

(middlebelow).

ORI KEOWIUNFNOWH X & Direct Billings
4% Connected - Logout
September 2015
¥, Language English ~
SLmj amEpFvz
My Health Requested on 25/09/2015
Senous liness
@ Reimbursement requests °
February 2013
Account sheets
CCBW NeHrO
Requested on 19/02/2013
Send COVID-18 report Standard
ltaly
Administrative data ©
December 2010
nsurance certificates
CcCBW NeHrO
e Requested on 21/12/2010
Luxemburg
Accident declarations (]
Prior authorisations
Medical absences
@ Affiliation to External Insurance
? FAQ

View direct billing

General Information

Main document red.

150925.P52189

Sensficary Status

JBM iBHVY Ongoing
Typeafre Requestzd...
Direct billing 25/09/2015
for serious

ilness

Start date End date
251092015 25/09/2015

Related prior authorisation

150710.F11854 == (18/07/2015
311212015

Care provider

Direct Billing Reason

Repeated purchase of expensive
med

n of the medicine

Insulin pump MMT-1752WWE
(Minimed 640G 3 ML). The cost

VIEW REQUEST

You cantapon an existing direct billing to view more detditgyht abovg. You can
also choose to edit or delete a direct billing in Draft stayutappingonthe threedots

icon * next to the direct billing

¢ Direct Billings All +

February 2024

November 2021

QozZUZ tPOdya
Requested on 1511172021
Standard
o
October 2021
QozZUZ tPOdya
Requested on 101102021
Standard
South Africa
L]
February 2010
pRDYTQ gmDXK
Requested on 161022010
Standard
Germany
L]

September 2009

-

15/09/2009

< 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

QozZUZ tPOdya
Requesed on 10/10/2021

pRDYrQ gmDXK
Requested on 16/02/2010
Standard

Germany

+
The floating action button (FAE,  allows you to create a new direct billing.



4.2. Createanew direct billing
JSIS members can request a direct billing for all family members covered by JSIS.
Steps:

1) Fromthe servicelist sel ect ADirect billingso

+
2) Tapon the icon.
3) Stepl:Select the beneficiary and choasguestype*.

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

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

February 2024

S Main details (] Main details (]
Mz yriviy
e 29/02/202:
:;:;e;;ed on 291022024 ) Bensfciary * Benefciary*
H - -
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
o
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 1510912009 1of4 NEXT > Direct billing for serious iliness
Saricuis linass

Note: YoucarSave i n each step tfhledindéhédirect hat yo
billing will appear in your direct billings list in Draft status and you can go back

andedit it at a later stag& ou 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 mew care provider detaif you did not find the care
provider in the preexisting list. Once donéap Next.

10



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

Care provider (] Care provider L: ]

(® Search for a care provider () Search for a care provider

Country * @ Fill in the details
Belgium

Name of the care center *
Care provider *

CLIN. UNIV. STLUC - UCLSERVICEC... »

ZE

Postal Code *

() Fillin the details

Country *

< PREVIOUS

Strest *
AVENUE HIPPOCRATE 10
9 1200 BRUXELLES
Belgium Humber * Box

city *

‘You must specify either the phone, the fax or

the email

MEXT » { PREVIOUS

2af4 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 requirdteft below).

6) Step 4:A summary of the direct billing is displayed in this step together with

one or more acknowledge cheg¢kightbelow).On c e

youbve ver.i

and agreed with the General Conditions, you can send your direct billing by

tappingSend.

If somethingin your summary is not correcyou can always go back to
previous steps btappingthe Previous button. You can alstave the data if
you do not want to submit the direct billing request immediately.

Create direct billing ...

Reason [ L]

Category *
Hospitalisation

Reason *

Hospitalisation for treatment or operation

All invoices issued by the
hospital and linked to your
hospitalisation will be paid by
your settlements office. If you...

Complementary info

ort description of the type of operation *

hard operation

Expected date of admission to hospital *
26/06/2023
Select 3 prior authorisation

Toy Story: 2301241294835 (23/01/2023 -

Attach documents

< PREVIOUS 3of4 NEXT 3

Create direct billing .. SAVE

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

Complementary info

Short description of the type of operation *

hard operation

Expected date of sdmission to hospital *
26/06/2023 "
Select 3 prior authorisation

Toy Story: 230124 1204835 (23/01/2023 -

Attach documents

@ SCAN DOCUMENT + SELECT FILE

{ PREVIOUS Jof4 NEXT »

11

Create direct billing ...  save

Hospitalisations - Direct billing 1]

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

a stay in an institution which is not a
general hospital

a stay of more than 60 days

a stay for plastic or reconstructive
surgery

a stay for a gastric bypass operation
a stay for rehabilitation which is not
following a hospitalisation with
operation

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

| 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
™ thiz uestion van wil

¢ PREVIOUS 4015 NEXT )




Create direct billing

Summary 1]
Toy Story

Standard

Care provider
AVENUE HIPPOCRATE 10
9 1200 BRUXELLES
Belgium

Direct Biling Reason

Hospitalisation for treatment or operation

ion of the type

hard operation

505

Note: Once you have sent the direct billing, you can retrieve it back in your direct

Create direct billing SAVE

26/06/2023

Toy Story: 230124.1294835 (23/01/2023 -
23/01/2024)

General Conditions

| am aware of and undertake to
. comply with the conditions and rules
in force

| have noted that persons who are entitied to
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)

< PREVIOUS 505 SEND

billings list. The direct billing will be further processed in J8EEk officelike any

direct billings created in the JSIS desktop application. The direct billing will change

its status after being processed.

4.3. Adding additional required information in a Direct billing

There are two waysf addingsupplementarynformation in apreviously submitted

Direct Billing:

a. From the notification that requires you to dddtherinformation youtap

on fnDetail so

(upper r i g hDirectSBillage ) .

item where you can add the infioationimmediately.

b. In theDirect Billingsl i st, you can
additionalinformatiord s t Ifaybuudisl not provide the information yet,
tapon theitemand add the additional info required

Steps:

view the

1) Within to the specificDirect Billing item you can add the required

supplementarynformation(below left and middle screen)

a. Tapon nAAdd |
b. Fill in the

nf oo

ifGener al

c. Attach additional documents, if needed

d TapiSend?o

2) The additional information will be appended to the existing item (below right)

and willappearaB Sub mi tt edo.

12
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3) You are not able

X View droct biling X Add info to direct billing AT X View direct biling

B8 PCADNE . Deect bitng 203 (o e

©

13

to add more infor mat
request the JSIS back office or they sendditional request for information.



5. ACCIDENT DECLARATIONS (JSIS)
5.1. View Accident Declarations
JSIS members can view the history of their declarations of accident.

From the servicelist s el ect fAcci dent decl arati onso.
accident declarations submittezhgoing or closed.

The benef isubmttedyabdsaccidentndate, 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 (FAE,  allowsyou to create a new declaration.

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

1) Fromthe servicelist sel ect AAccident decl arati on

+
2) Tapon the icon.
3) Enter the accident dat@pdone.
4) Select if a Third party was involved: Yes/No

5) Select the beneficiary from the list

14



6) Enter the private phone with the count
7) If accident date is older thad tlays, fill the eason for late declaration

8) Enter themjuries

9) Provide the tcumstancesf 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 choosé Wor k di sabilityo by switching
below the Country list.

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

14)Tapﬁ°add document o to upload document s.

15)Tapfis c an d o ctakena photwd of theomedicakrtificate with your
mobile phoneor tapfi +select fil® t o sel ect a document
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 (
ipol i ce i nv o' parydnsdurasce (if €hird Party)s yes)3

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

19)TapiDoneo t o save the document with the

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

21)Tapfi Send 0 t o axidebtmdclaratigrithe $end button will only be
enabled when all mandatory fields are filled in.

22)The app confirms that thaccident declaratiowas sent and adds the
declaratiorto the list ofaccidentdeclarations

15



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

16

Please wait...




MEDICAL ABSENCES (JSIS)

6.1. View Medical Absences

JSIS membersan view submitted medical absences.

From the service listselectn Me d i

absences submitted.

c al

absenceso.

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

The

Note: You will only see these certificates that were submitted througiyR&O

mobile application.

@  Unknown UNKNOWN
4  Connected - Logout

My Health

ﬁ Reimbursement requests

om  Account sheets

* Send COVID-19 report
@  Administrative data

£ Myinsurance certificates
“l Direct Billings

A Accioent gectarations
&  Prior autherisations

¥,  Language English =

December 2023
From 18/12/2023 to 18/12/2023

8 siess

Sent on 18/12/2023

81212023 to 18/12/2023

From 14/12/2023 to 14/12/2023
& sicmess
Sent on 1411212023
@

August 2023

From 29/08/2023 to 29/08/2023

Medical absences

[+

Affiliation to External Insurance

?  FAQ

i About

m User quide

June 2023

0N 26/06/2023

59 Accident

x 6 Medical absences

Absence details
181272023
181272023

Troe of absence
Sickness
Attachment *

) centificate 24619
My contact information
Anguilla
Doctor's information

Antigua and Barbuda

+
The floating action button (FAE,  will allow you todeclarea new absence.

6.2. DeclareMedical Absence

JSIS membersan declare medical absences.

To submit a new absence, follow the steps:

1) From the service list

2) Tapon the

icon.

17
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3)

4)

5)
6)

Connecied - Logout ~
€  Medical absences

?A Language English ~
February 2024

From 07/02/2024 to 07/02/2024
Sent on OT/02/2024

]

Reimbursement requests

Account sheets

Send COVID-19 report

Administrative data

Insurance certificates

Direct Billings

Accident declarations

Prior authorisations

Medical absences

PEEPEE@®D® |

The App maydisplay a reminder as applicabledeadlines. If this is the case,
close the reminder. By |l eaving the
the App will not show this reminder again.
Note: Information about the deadlines can be found by tapping on the info
pointfrom the top right side of the screen (picture below, right side)

X Add medical absence X Add medical absence

Reminder about deadlines

Absence details

Sickness Start date *
You have to inform your line manager during the first 097102025 v AM -
hours of your absence and send your medical Enddste
certificate to the Medical absences unit within 5
09/10/2025 - PM -

calendar days. Send it by MyPMO application, email
or post mail and indicate your personnel number.

Type of absence *
Sickness during annual/matemnity leave fp‘e o avsence
Select -
If the first day of sick leave is a day of annual leave or

matemity leave
Attachment =

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

« send your certificate within 48 hours

« WITH your current address and contact details
(phone/email)

@ SCAN DOCUMENT + SELECT FILE

Additional information

« WITH the contacts details of the docter who

D !

issued your certificate (address, phonelemail) R »
If the contact details are missing, or if the 48h Medical part time »
deadline is not respected, the day of annual leave
cannot be recuperated Extension »
Calculation of the 48h deadline: 1st day of incapacity Hospitalisation »
= 24h - 2nd day of incapacity = 48h
Link to Staff Matters Telework Allowed »
Do not show again. . My contact information

X CLOSE Country -
Select »

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

Select the type of absence, sickness or accident.

Tapi Add documento to take a photo of
phone or add a scanned document from your personal deWwhdtiple
documents can be added.
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7) Provide additional information, when relevant (during annual leave, medical
part time.).

8) Add additional comments, when needed.

9) TapiSendd to submit your medical absenc
enabled when all mandatory fields are filled in.

10)The app confirmghe submission of the medical certificate to the Medical
Absences Unit an@dds the absence to the list of declared absences. In
addition, and only in the case no other type of absence exists for this period,
the medical absence will be generated in your Time Management file

(Sysper).

X Add medical absence SEND ¥ Add medical absence SEND ¢  Medical absences

October 2025

Absence details During annual leave ] From 01/10/2025 To 01/10/2025
Sickness
Start date * Sent on 09/10/2025

Medical part time

62023

From 12/09/2025 To 12/09/2025
Sickness
Sent on 08/10/2025

Extension
26/06/2023

_U

Hospitalisation

Telework Allowed ] From 02/10/2025 To 02/10/2025
@ Sickness
Sent on 08/10/2025

My contact information

Aftachment * Country* From 01/10/2025 To 01/10/2025
@ Sickness
Sent on 08/10/2025

B SCAN DOCUMENT + SELECT FILE

Accident

26/06/2023

Doctor's information
From 01/10/2025 To 01/10/2025
Additi | informat Doctor's name @ Sickness
Additional information Sent on 07/10/2025
During annual leave Country* -
Medical part time

) Additional comments
Extension

Hospitalisation

=

L]

Notes:

1. Although it is highly recommended to use MyPMO, you may also send your
medical certificate by email or by post (see link below).

2. Once submitted, medical absences can't be removed or edited through
myPMO. If needed, you can follow the procedure available here:

https://digit.servicenow.com/esc?id=kb_article&sysparm_article=KB0065567

3. By submitting your medical certificate through myPMO, your medical
absence will be automatically generated in your time management file in
Sysper and send to your line manager. The process will be completed once it
has reached the statusoVeredoy medical certificate" in sysper.

4. In case another type of absendelly or partially - covers the period
concerned in Sysper, your leave manager will update your file and contact
you if needed.
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7.

REIMBURSEMENT REQUESTS (JSIS)
7.1. View reimbursementrequests

1) From the service list s el

fRei mbur sement

reimbursement requests created so far (bé&div

2) Thesystem displays the list of request®wing thetype of request, the date

of t he

request, t he

requestos

most recent reimbursement requests are displayed on top of tiv@listan
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 statteppyngon the

threedotsicon °

next to the request. (below middle)

4) Tapon an existing reimbursement request to view the regufesmation If
the request has besnbmittedyou can see the Scan reference colelow

right)

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

the next section.

e (Y
- Connected - Logout
_ e aTe General details :
3{.\ Language English ~
Standard o
Requested on 240301.T02470 © onwing
01/02/2024 14:47
Total: 10 EUR
Reimbursementrequeste |} W Staf curenlly sering or having served in
° Mo
Account sheets February 2024 Request type
Standard
Standard
Send COVID-19 report Requested on
22/02/2024 18:50
Total: 25 EUR
Administrative data Expenses
(]
01/03/2024
Insurance certificates January 2024

Standard
Reguested on
12001/2024 21:41

Direct Billings

Accident declarations

(]

December 2023

Standard
@ Reguested on

Prior authorisations

@O ®E®®O)|

7.2. Create a new reimbursement request

Total: 283.56 EUR

1 Zpeb Cepyptg
Medicine / pharmaceutical product

5 Totak: 10 EUR

Supporting documents

Supporting document 1.jpg

D.I Linked expenses

1 Medicine / pharmaceutical preduct

JSIS members can request a reimbursement for all family members covered by JSIS

at the time of the treatment.

There aresix different types of reimbursement requastslyPMO:

20

status

reque

a



Standard reimbursement
Accident reimbursement
Occupational disease
Serious illness

JSIS Health Screening Programme

= = =2 =4 -4 -

Medical services
0 Spectacles for work
o0 Annual medical checlp

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 reimbursementriythe.next chapter

we can see the in detail each reimbursement type creation.

7.2.1. Create a standard reimbursement request
Standard reimbursemeneps:

1) Fromthe servicelist sel ect @ARei mbursement reques

+
2) Tapon the iconto add a new reimbursement requéstlow left)

3) Stepl: Change the delegation information if needed. By defatlle
Delegationfield s set to ANoO.

4) Choosdi St a nrdoaestdype from lisfapii Ne x t 0

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 requests S meny e o P sened Staff currenlly serving or kaving served in a
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

) @®®EE® )|
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5) System displayStep2- List of expenses

+
6) Tapon the icon to add a new expense. You are allowed to add up to five
expensegbelow left)

7) Select the Treatment date. The list of beneficiaries will be filled in based on
theselectedlateand the type of reque$dnly the beneficiaries covered by
JSIS on that date will be displayé€telow middle)

8) Select theBeneficiary.

9) Select the Expense/Treatment detail from the list. Start by typing the name
of the treatment or select directly from the I{elow right)

10)Depending on your selection, additional fields may appear in the expense
form: prior Authorization requestsientalcost estimatesjumber ofSessions
etc

Note: You can choose to change the language of the Treatment detail by
tappingon the language icofust above the Treatment lithat 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

Country * ®] Acupuncture
Luxemburg - e

Currency * ] Ambulancefiransport costs
EUR - Euro
) 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) Selectthe 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 sourcesgpand
ASaveo. (below | eft)
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x  Add expense SAVE b e List of expenses

26/06/2023
L] Toy Story
Be 1 Medicine / pharmaceutical
Toy STORY . product
3 Totsl: DEUR

Luxemburg 3
EUR - Euro
Treatment details o

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 yaxpense to the list of expenses (below
right)
15)You can choose to addhawexpensen the list of expenses bdgppingthe

icon. (belowleft)

16) In order to add a medicine, you go through the same steps as before, but
selectfiMedicine/Pharmaceutical prodacéh the Treatmentypedetails list.
(belowmiddle)

17) Tapon thee iconto adda new medicinglbelow middle)

18) Select the medicine, add the number of items, the amount per item and the
amount received from other sources if ahgpon 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 uséntyour 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

100 ZAR
Treatment details Total amount *

Reimbursement from another source

Type
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 -~

“The expense has been saved.
Comment

19) Your list of medicines will appear in the expemsseeen. If there are any
errors,you will see a re@xclamatioricon on the medicine name. Please
correct that in order to move forwamddtapon Save when youdre
(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 tgppingon it or delete it byappingon the

threedotsicon * next to the request and choosing Del&ggpon Next to
move to the next stefbbelow middle)

22) The system will move to Stepi3Supporting 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 >
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+
23)Step 3 Supporting document3apon the icon to add a new
supporting document. (below left)

Note: Please maksure 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. (belowmiddle)

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

You can uplead a8 PDF, JPEG, BMP, GIF, PNG less,
than 10MB. Please choose High Resolution or the,
Original, if prompted

3  Take a photo

¢ PREVIOUS 30f4 NEXT P Choose file

26) Once your document igploadedyou need to link it to an expense (below
left) or to the entire claim, if relevant (below middl&apDone 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 experis&ge supporting proofgbelow
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
0 304.94 Kb 0 304.94 Kb 1 snnual 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

the entire claim, or have at

Link expenses least one document linked per
expense.
18/09/2022
1 Manuel Silva . 0
Annual visit package - Agencies /
Outside EU

19/09/2022
2 Rute Silva O

Medicine / pharmaceutical product

{ PREVIOUS 3ofd NEXT »

28) Repeat the process above arftewyou have finished adding your
supporting documents and linking them to the expaap&jext. (below
right)

29) The system wilmove to Step 4 Request summaryn this stepyou can
view all your information in a summarized wageneral information,
expenses and supporting documdhtdow middle and right)

30)You cantapon 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.

3 ) When youb6bre done checking your infor ma
acknowledged the conditions of the JSIS tapbn fiSend to submit the
request or on Save to keep it as Dratft, if you have any ddqbbtsw right)

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

@J Supporting document 2.png
@ Supporting document 2 . Staff currently serving or having served in a Linked expenses

) delegation (outside the E.U
Linked expenses Nng !

1 Medicine / pharmaceutical product
1 Wedicine / pharmaceutical product Request type

Standard
Expenses General conditions
01/11/2022 | accept the common rules of the joint
1 Toy Story sickness assurance scheme.

Medicine / pharmaceutical product

| confirm that I'm aware of the validity =]
Total: 100 ZAR €1

and conformity criteria for supporting
documents listed here below.

01/11/2022

Toy Story 5 B
Medicine / pharmaceutical product | certify that this claim, together with the

) Total 20 ZAR 3 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

2

Supporting documents

) sheet for my medical expenses and | will
Supperting document 1.png X
+ For entire claim submit them to the settlements office upon
request.
~ Sunnorting documeant 2 nna
< PREVIOUS 3ofd NEXT > < PREVIOUS 4 0of4 SEND < PREVIOUS 40f4 SEND
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32) You can retrieve your request in the list of reimbursements. If the request is
in Draft statusyou cantapto edit it, if the request has been submitted you
can view the information as shown in sectiohView reimbursement

7.2.2. Create an accident reimbursement request
Accident reimbursement steps:

1) From the service |list, select fARei mbur

+
2) Tap on the icon to add a new reimbursement request. (below left)

3) Stepl: Change the delegation information if needed. By default, the
Del egation field is set to fiNooO.

4) Choose AAccidento request type from I

5) Sel ect the date of the accident (can b

X Create request X Create request X Create request

Main details Main details Main details

Request type REqqulm. 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 Please 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.ist 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. 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 eéawill 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
NSqEDM I O edicine / phamaceutical product
e . . 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
Source 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 » Q Consultation cardiologist

12) Selectthe 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
ASaveo. (below | eft)
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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 y@axpense 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 icol* next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

18) The system will move to Stepi3Supporting documents (below right)

X Add expense SAVE X List of expenses x Supporting documents SAVE

e \ 16/01/2024
16/0172024 * | 4 WoaNsqeam
I tran

Ambul

Be v
wPg nSqEDmI

Country

Luxemburg >
EUR - Ewo

Treatment details o
;\,;:n-ulance."[ranspnn 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 3i Supporting documents. Taponi  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  SAVE

€ Selectanimage

a =

Camera  Browse

+

Add supporting document

[N ]

You can upload a PDF, JPEG, BMP, GIF, PNG less,
than 10MB. Please choose High Resolufion 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
0 304.94 Kb 0 304.94 Kb 1 Annual vist package - Agencies [ Outsice £
Link this file with the entire claim » OR Link this file with the entire claim Please link one document to

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
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 StepidRequest 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.

27YWhen youb6re done checking your infor ma

acknowl edged the conditions of the JSI
request or on Save to keep it as Dratft, 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 sectiohView reimbursement

7.2.3. Create an occupational disease reimbursement request

Occupational diseageimbursement steps:

1)

2)

3) Stepl: Change the delegation information if needed. By default, the
Delegation field is e t

4) Choose

From

+
Tap on the

t

he

ser vi

ce

l i st

s el

ect

fiRei

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

AOccupati onal

t o

ANoO.

5) Specify the date of the requesta p

€  Reimbursement requ... All -

March 2024

Standard
Requested on
01/03/2024 14:47

Total: 10 ELUR

(]

February 2024

Standard
Requested on
28/02/2024 18:50

Total: 25 EUR

[+]

January 2024

Standard
Requested on
12001/2024 21:41

Total: 283.56 EUR

(]

December 2023

(@)

Standard
Requested on

Create request

Main details

Request type *
/’ Standard

di

fiNext o

seaseo

X  Create request

Main details

Occupatio

Staff currently serving or having served in a

delegation [autside the E.LJ)
Mo

Standard

Accident

Occupational disease

Reimbursement for serious illness

JSIS Health Screening Programme

6) System displays Step2.ist of expenses.

7)

8)

9)

+
Tap on the

icon to add a new expense. You are allowed to add up to five

expenses. (below left)

nal disease

|‘.]o.- o {aulside the E.LI

Please note that expenses not

related to an cccupational
dizease recoegnised by the

J5IS must be submitted in a...

1of4

mbur

request

Select the Treatment date. The list of beneficiaries will be filled in based on

the selected date and the type of request. Only the beneficiaries covered by

JSIS on that date will be displayed. (below middle)

Select the Beneficiary.
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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

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

() Confinement
< PREVIOUS 20f4 NEXT »

Cancultatinn § Vicit nanaral

12) Selectthe 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
AfSaveo. (below | eft)
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%x  Add expense SAVE X List of expenses

eatmert cate 2610612023
26/06/2023 N @  Toystory

Sensfieiay * 1 Medicine / pharmaceutical
Toy STORY N product

) Totak 0EUR
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 AMedicine/ Pharmaceuti cal produc
(below middle)

18) Tap on th _° 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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) Add Sxpense S i Add medicine PONE

26/06/2023 Treatment date * . )
Medicine details
[ 1] Toy Story 26/06/2023 v
1 Medicine / phamaceutical Bengficiary * Medicine | Pharmaseutical product
product -
Toy STORY IBUFEN 3
) Total: 0 EUR 4
Country *
South Afnca Number * Amount per unit *
Currency * 1 000 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 -~

“The expense has been saved.
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
(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 icol* next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

23) The system will move to Stepi3Supporting documents (below right)
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x  Add expense SAVE b List of expenses SAVE X Supporting documents

Treatment date * 01/11/2022
01/11/2022 - Toy Story

1 Medicine / pharmaceutical
Beneficiary * product
Toy Story ) Total: 100ZAR 6N 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
Medi ©
Medicine / pharmaceutical product »

° Add medicine

- BENACOL
1x Total: 10 ZAR

- BRUFEN
1x Total: 10 ZAR

Total cost * ZAR

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

+
24)Step 3i Supporting documents. Tapont ~ 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 yoobile, 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 X Supporting documents

¢ Selectanimage

a =

Camera

-

Add supporting document °- e

You can upload a PDF, JPEG, BMP, GIF. PNG lessff ™ e (
than 10MB. Please choose High Resolufion or the, -
Original, if prompted.

3  Takeaphoto 2 .

¢ PREVIOUS 3of4 NEXT > M 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 StepidRequest 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 youb6re done checking your infor ma

acknowledged the conditions of the JSI
request or on Save to keep it as Draft, if you have any doubts. (below right)
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* Supporting documents -

Supporting document 1 P General delails 1810172024
For entire claim * ! =
or entire clai 2 Wpa Nsqgedmi
Medicine / pharmaceutical product

Supporting document 2 ) Totak 22EUR BB 1

Linked expenses

de
N
2 Medicine / pharmaceutical product Request type SCI’O"

/ Occupational disease Supporting documents

Supporting document 1.png
@ For entire claim

Supporting document 2.png

Linked expenses

15/01/2024
Expenses

18/01/2024

1 Woa Nsgedmi 2 Medicine / phammaceutical product
Analyses and tests
3 Total: 250 EUR
18/01/2024 General conaitions
2 Wpg Nsgedmi
;i_::‘: ne/ pl "‘""'”:"“':: product | accept the common rules of the joint
%) Total: 22 EUR 1 :
o sickness assurance scheme.
I confirm that I'm aware of the validity and E
conformity criteria for supporting documents
Supporting documents listed here below.
Supporting document 1.png I certify that this claim, together with the supporting
For entire claim 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 Jofd HEXT > { PREVIOUS 404 SEND £ PREVIOUS 404

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 sectiohView reimbursement

Supporting document 2.png
@ Linked expenses

+ 2 Medicine / phamaceutical product

7.2.4. Create aserious illnesseimbursement request

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

1) From the service |list, select fARei mbur

+
2) Tap on the icon to add a new reimbursement request. (below left)

3) Stepl: Change the delegation information if needed. By default, the
Del egation field is set to fANo0O.

4) Choose ARei mbursement for serious il lIn
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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 ANextoO

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 Stepd.ist of expenses.

+
7) Taponthe  iconto 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 iaxpense
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 % Add expense

Trestment date

26/068/2023 -

Bengficiary *

Toy STORY " O IMedicine / pharmaceutical product
Country * —~ N

Luxemburg @] Acupuncture

Currency * (O Ambulancefransport costs

EUR - Euro .

) Analyses and fesis
Treatment details
Analyses and tests with prior

ype @) o
e , D autherisation
o Annual visit package - Agencies /
Total cost” EUR — Outside EU
Reimbursement from another source ~  Annualvisit package — Agencies /
- Outside EU
Source 1 EUR ~ .
) COVID-19 test
Source 2 EUR ~ _
@] COVID-19 vaccination
+ O Colonoscopy
Comment -
() Confinement
{ PREVIOUS 2of4 NEXT »

ranculiatinn { \icit nanaral

12) Selectthe Country.

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
AfSaveo. (below | eft)
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x  Add expense SAVE b e List of expenses

26/06/2023
L] Toy Story
Be 1 Medicine / pharmaceutical
Toy STORY . product
3 Totsl: DEUR

Luxemburg 3
EUR - Euro
Treatment details o

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 AMedicine/ Pharmaceuti cal produc
(below middle)

18) Tap onth .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

Source 2 0.00 ZAR -~

‘The expense has been saved.
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
(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 icoi* next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

23) The system will move to Stepi3Supporting 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 - O Total: 20 ZAR 5
Treatment details (2]

Type *
Medicine / pharmaceutical product » @

° Add medicine

- BENACOL
1x Total: 10 ZAR

- BRUFEN
1x Total: 10 ZAR

Total cost ™ ZAR

Reimbursement from another source < PREVIOUS 20of4 < PREVIOUS 3of4 NEXT >
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+
24)Step 3 Supporting documents. Tapont ~ 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

You can uplead a8 PDF, JPEG, BMP, GIF, PNG less,
than 10MB. Please choose High Resolution or the,
Original, if prompted

3  Take a photo

¢ PREVIOUS 30f4 NEXT P Choose file

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 documenis  SAVE

Attachment Attachment @  Supporting document
Linked expenses
Supporting document 1 Supporting document 1
0 304.94 Kb 0 304.94 Kb 1 Annual vist package - Agencies [ Outsice £
Link this file with the entire claim » OR Link this file with the entire claim Please link one document to

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
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 StepidRequest 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 youb6re done checking your 1infor ma

acknowl edged the conditions of the JSI
request or on Save to keep it as Dratft, if you have any doubts. (below right)

i il e i

Supporting document 1 s General details 19/01/2
For entire claim 5 fm“
supponmg document 2
0 pen
2 Medicine / pharmaceutical product 2 scroll
Reimbursement for serious iliness Supporting documents
Expenses Supporting document 1.png
9/01/20:
i

Supporting document 2.png
ked expenses

General conditions

1 accept the common rules of the joint

Supporting documents sickness assurance scheme.
SR A 1 confirm that I'm aware of the validity and
conformity criteria for supporting documents

Supporting document 1.png 2
@ For entire clai listed here below
certity m. toge the supr
Supporting document 2.png I certity that this cl supporting
O Unkes s documents, is CorT es have
eel that | will archive the
2 ! coduct

General conditions

< PREVIOUS 30f4 NEXT > < PREVIOUS 40f4 SEND < PREVIOUS 40f4
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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 sectiohView reimbursement

7.2.5. Create a JSIS Health Screening Programme reimbursement request

JSIS Health Screening Programme reimbursement steps:

1) From t

+
2) Tap on the

3) Stepl: Change the delegation information if needed. By default, the
[

he

ser vi

c e

Del egation field
4 Choose @JSIS Heal
ANexto
¢ Reimbursementrequ... Al - e
March 2024
Main details
Standard .
Reguested on ;m:::

February 2

/02024 14:47

Total: 10 EUR

(]

024

Standard
Reguested on
28102/ 4 13:50

Total: 25 EUR

[+]

January 2024

Decamber

(®)

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

(]

2023

Standard

Reguested on

5) System displays a field to choose the invitation. Tap on invitation and select

S

t h

Staff curranlly serving or having served in a

delegation {autside the E.U) *
Mo

Standard

Accident

Occupational disease

Reimbursement for serious illness

|JSI5 Health Screening Programme |

st,

set

Screeni

s el

t o

ect

NnRei

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

ifNooO.

ng

X Edit request

Main details

JSIS Health Screening Programme

1of4

the related invitation. There ispae-requisite to have a decision registered in

JSIS.
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X Create request SAVE Create request

% Create request

Invitation Invitation Invitation
Request type Request type Request tyse
JSIS Health Screaning Programme JSIS Health Screening Programme JSIS Health Screening Programme
& Select imwitation * Select imvitation *
Select Qdehi Az - Prog.: GYN2 (10/07/2023-10/01/2025) ~

\

Qdohi AZ - Prog.: GYN2 (10/07/2023-10/01/2025)

Qdohi AZ - Prog.: 2 (0310/2023-03/04/2025)

10f4 HEXT 3 nSgEDmI wig - Prog.: 5 (03/07/2023-03/01/2025) 10f4

6) System displays Step2.ist 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.

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

46



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 O 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) Selectthe 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
AfSaveo. (below | eft)

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

Cureney * 18/01/2024

EUR - Euro 2 OtherTests / 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

iconand 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 icol* next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)
18)The system will move to Stepi3Supporting documents (below right)

x Add expense SAVE X List of expenses b4 Supporting documents
Treatmantcate 111200
18/01/2024 \ |

-E-JR“EU'C N 2

Netheriands L]

Treatment details

n.!':er Tests / Exams s @
Total cost 450 EUR
Relmbursement from another source

Source 1 EUR -

Source 2 EUR ~

+ +
+
19)Step 3i Supporting documents. Tapon1  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)
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X Supporting documents  SAVE X  Supporting documents  SAVE

€ Select animage

a ®

Camera

-

Add supporting document ° o
a =
You can upload a PDF, JPEG, BMP, GIF. PNG less, - |
than 10MB. Please choose High Resolution or the,
Original, if prompted
LR
.o

3  Take aphoto

¢ PREVIOUS 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)

% Supporting document DONE Supporting document DONE Supporting documents  SAVE

Attachment Attachment @ Supporting document1
Linked expenses
Supporting document 1 Supporting document 1
@‘ 304.94 Kb @‘ 304.94 Kb 1 Annual visit package - Agencies / Qutside 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

O

Annual visit package - Agencies /
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 StepidRequest 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.

27YWhen youdére done checking your infor ma

acknowl edged the conditions of the JSI
request or on Save to keep it as Draft, if you have any doubts. (below right)

* Supporting docments -
]

) Tolal- 122 EUR
Supporting document 1.png . General detalls
Linked expenses : 18/01/2024
1 Cansuttation / Visit genaral praciitionar - 2 (her Tests f Exame
o . ) Total 450 EUR
@ f\:iio:tl‘nf:ocumemz : Expenses scroll
8/01/202 Supporting documents
1 Consu n / Visit general practitioner
[ Total: 122 EUR 0 Supperting document 1.png
nked
18/01/2024
2 Ofther . 1 c ftat sit g practit
3 Tot
@ Supporting document 2.png
For entire claim
Supporting documents
Supporting document 1.png General conditions
Linked expense:
| accept the commen rules of the joint
1 Consuitation | 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
@ Forentre 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 onginal 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 ) account sheet for my medical expenses and | will
conformity criteria for supporting documents submit them fo 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 sectiohView reimbursement

7.2.6. Create a medical servidespectacles for workeimbursement request

Medical servicé spectacles for workeimbursement steps:

1) From the service |list, select fARei mbur

+
2) Tap on the icon to add a new reimbursement request. (below left)

3) Stepl: Change the delegation information if needed. By default, the
Del egation field is set to fiNooO.

4) Choose AMedical serviceodo reguest type
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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
1 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 bdéeTap spnd aiyte da mdS esrevli eccet

for worko. Tap fANexto.

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 Stepad.ist 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.

List of expenses x 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) Selectthe 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 icol* next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

16) The system will move to Stepi3Supporting 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 3i Supporting documents. Taponti _ 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  SAVE

€ Select animage

a ®

Camera

-

Add supporting document

o -0
™
You can upload a PDF, JPEG, BMP, GIF. PNG less, - |
than 10MB. Please choose High Resolution or the,
Original, if prompted
LR
.o

3  Take aphoto

¢ PREVIOUS 3of4 NEXT > P Choosefile

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
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
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 StepidRequest 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.

25When youdre done checking your infor ma
acknowledged the conditions of the JSI
request or on Save to keep it as Draft, if you have any doubts. (below right)

* Supporting documents - m
120,

@ Supporting document 1 1 General details 2 Corrective alassesiframe and/or lenses

For entire claim Corrective glasse:
I ) Total: 250 EUR

Supporting document 2 . Spectacles for work
@J Linked expenses :
Expenses Supporting documents
2 Corrective glasses(frame and/or lenses) scroll
024 Please upload: Prescription from an
1 ophthalmologist / optician; Purchase
invoice with detailed prices of the
frame and the lenses; Form
18/01/2024
2 Comrective glasses(frame and/or lenses Supporting document 1
) Total: 250 EUR @ For entire claim
Supporting document 2
Supporting documents Linked expenses
Please upload: Prescription from an : Comeclive glasses(iame and/or lenses
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 E
Supporting document 2 supporting documents
Linked expansaes
| 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 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 sectiohView reimbursement

7.2.7. Create a medical service annual medical cheellp reimbursement
request

For a reimbursement fannual medical cheelqp request there is a prequisite to
have aconsultatiorregistered ithe annual service frodSIS. Request steps:

1) From the service list, seleitRe i mbur sement requestso

+
2) Tap on the icon to add a new reimbursement request. (below left)

3) Stepl: Change the delegation information if needed. By default, the
Del egation field is set to fiNoo.
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4) Ch o oMedicalfservicé r equest type from | i st

Reimbursement requests

January 2024 Main details

Bon Rose Riquast typs ®

B Lastupdateaon Standard -
1910112024 1254
Tolal: 0 EUR

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

Bon Rose

EI] Last updated on
100112024 12:54
Total: 0 EUR

G o
= Bon Rose
=l Requested on
V0172024 15:17
Total: 2323 EUR

[+ QR

Bon Rose
=l Requestedon

0910112024 17:56 Standard

Total: 10 EUR
Accident
[+ QN

Spectacles for work
Requested on
09/01/2024 16:04

Total: 88 EUR

\ Occupational disease

Reimbursement for serous ilness

515 Health Screening Programme
[+ JENERENE] e

- 1ofd HEXT » | Medical service |
Bon Rose

5 A new field will bdéeTap spnd aiyte da mdS esrevli eccet
for worko. Tap ANexto

Main details Main details

Mul!k?\ml‘ - Request type *

Medical service Medical service -
Service tyoe * Senvice typa *

Annual medical check-up

Spectacles for work

1014 NEXT 3 | Annual medical check-up 10f4

6) System displays Stepad.ist of expenses.
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7) Tap on the E 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 Add expense

S a |
2024
ity 3 Analyses and tests
-
IR - Eur 7
Consultabion gynaecologist
Treatment details @ /
| @

Piease first select ireatment

Total eost EUR Totsl cost * EUR

10)Select the prescription type

Add expense

Add expense

Treazmant data *

1901/2024

Country *

Italy

Cumansy *

EUR - Eura
Treatment details @

Analyses and fests »

Total cost”

Treatment date *
1910172024
Country

> taly

-
EUR - Eurg

Treatment details @

Type*
Analyses and tests

Prasenpeen typs *
Select

& 19101/2024
Ceunt
> Italy
Curmrancy *
EUR - Euro
Treatment details @

Analyses and tests

Total cost ” 0.00

Gynecology

Cytology

EUR 4 Total cost ™

EUR
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11)Selectthe 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 icol* next to the request and choosing Delete. Tap on Next to
move to the next step. (below middle)

16) The system will move to Stepi3Supporting documents (below right)

* Add expense SAVE ¥ List of expenses SAVE ® Supporting documents
Tresiment date 9/01/202
al

1910172024 - 1

Treatment details @

Consultation / Visit general practiioner  » a
Frescripron ypu

Gynecology

Total cost” 30 EUR

+
17)Step 31 Supporting documents. Tapon1  icon to add a new
supporting document. (below left)

Note: Please make sure to choose High resolution or the Original for your
uploaded documents whenomoted 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  SAVE

« Select animage

a ®

Camera

-

Add supporting document

e

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

3  Take aphoto

¢ PREVIOUS 3of4 NEXT > P Choosefile

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 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 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 StepidRequest 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.

25When youodore done <checking your I nf |

or
acknowl edged the conditions of the JSI
request or on Save to keep it as Draft, if you have any doubts. (below right)

x Supporting documents SAVE x Summary SAVE X Summary SAVE
Supporting document 1 . General cetails
@ For entire claim :

Bon Rose

Supporting documents
Supporting document 2
Linked expenses Please upload a copy of the
Expenses prescriptions delivered by the Medical
scroll Service and supporting documents
conform fo national legislation.

2 Consultation / Visit general practitioner
19/01/2024

1 Analyses and lest 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
0

) Total: 30 EUR For enfire claim

Supporting document 2

nked expenses

Supporting documents

Please upload a copy of the 2 Consultation / Visit general practitioner
prescriptions delivered by the Medical
Service and SUppOMing documents
conform to national legistation. General conditions
e Please send the doclors repon 1o 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 original
Supporting document 2 supporting documents during 18 months starting on
0 ked Expanses 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 sectiohView reimbursement

7.3. Duplicate Reimbursement request

You canduplicate an existent reimbursement to awmidodingeverything again
1. Fromtheservicelist sel ect ARei mbur sement reqgquests

2. Tapon the three dots icon

3. Select "Duplicate"
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@  Unknown UNKNOWN X €  Reimbursement requ... All - €  Reimbursement requ... All
- Connected - Logout
March 2024 March 2024
3{.\ Language English ~
Standard Standard
My Health Requested on Requested on
01/02/2024 14:47 . 017032024 14:47
Total: 10 EUR : Total- 10 EUR >
Reimbursement requesis
Q@ ongoir l Duplicate
Account sheets February 2024 February 2024
Standard Standard
Send COVID-19 report Requested on Requested on
281022024 18:50 . 22/02/2024 1850
tal: 25 EUR : Total: 25 EUR ?
Administrative data
© oo © o
Insurance certificates January 2024 January 2024
Standard Standard
K3, ) Direct Bilings Requested on Requested on
120172024 21:41 . 1200112024 21:41
Total: 253,56 EUR : Total: 25355 EUR. >
e Accident declarations .
0 oo @ owine
December 2023
Prior authorisations + zEmr e
Standard Standard
/;\ o B ) recvesedon Requested on

4.

>

pop-up to create a request opens

x  Create request DUPLICATE

Expenses date *

22/11/2022 e
[  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 détieis new date is used to all copied expenses)
6. Choose if it's to duplicate the amounts as well, or not

7. Tapduplicate to save the actidall information is copied from the original
reimbursement)

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

7.4. Adding additional required information in a Reimbursement request

There are two ways of addingdditional information in a previously submitted
Reimbursement request

a. From the notification that requires you to add further information, you tap
on fAiDetail so (upper r i gRdimbwdserdeat) . Thi
requesitem where you can add the information immediately.
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b. In the Reimbursement requeskist, you can view the items with the
AWaiting for addit i goudl not prdviderthreat i on o
information yettap on the item and add the additional info required.

Steps:

1) Within to the specifilReimbursement reques¢m you can add the required
supplementary information (below left and middle screen):

a.Tap on AAdd I nfoo

b. Fi I | in the AGeneral commento text
c. Attach additional documents, if needed

d Tap ASendo

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

3) You are not able to add more informat.i
request the JSIS back office or they send an additional request for information.

7.5.  Reopen reimbursement requests

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

To reopen a submitted requdsipthe three dots ico’and select AReo pen

A confirmation message will appear, if you accephis will revert the request to
ADr af t oYousdaa madi§y.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
02/03/2024 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 =
H

Total: 283.56 EUR

7.6. View account sheets

Once your request for reimbursement has been approvgd@etssed in the
back office, one or moraccount shestaregenerated with the amourttsat
were reimbursed pgwour request of reimbursement

1) From the servicelist sel ect AAccount sheetso t
(below left).

2) The system displays the list of account sheets showing the réygpesiate
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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B

Unknown UNKNOWN
Connected - Logout

Language

X

English ~

Reimbursement requesis

Account sheets

@E®EE®®® |

Send COVID-19 report

Administrative data

Insurance certificates

Direct Billings

Accident declarations

Prior authorisations

€  Account sheets Month/Year ~

December 2023

@

@

@

@

Account sheet no 287
231220.F62423A

Reguested on 20V12/2023

MNormal
© Total: 90.46 EUR
= Received: 42.81EUR

Account sheet no 286
231220.FB4838A

Reguested on 20V12/2023

Account sheet no 285
21 212.F21640A

Reguested on 12/12/2023

MNormal
= Total: 05.00 EUR
= Received: 75.00 EUR

Account sheet no 284
231208.F12831A
Reguested on 08/12/2022

Maormal

Movember 2023

Month/Year

Account sheets

Decamber 2023

Account sheet no 267
231220.F62423A

Requested on 20V12/2022

MNormal

3 Toeal: 80.48 EUR
= Received: 42.81 EUR

Account sheet no
231220.FG4688A
Reguested on 20011220232

Group by
Month/Year

Scan ref.

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

7) Inthe Account sheetiew youcan download the Detailed Account sheet PDF
file to see all the details of your reimbursempet each line of expense

(below left, above General Information)

8) You canadditionallyview your original reimbursement requestthgpingon
theoriginal 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

Reimbursemant typ

MNormal

Amounts

Tatal
50.00 EUR

Recsived

2850 EUR

Account sheetno 270
[D Dovmicad detailed POF file

Original request

View request

DETAILS

General details

Scan ref ®

220829.F34577

T currently serving or having served in 3
ion {outside the EL)

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

Standard

11)Wh e n

Requesttihenmedat ai | s

opening

or

For entire claim

nal
page

gi

rei
Wi

mbur se
[ hav

navigate to the account sheet details pag&pgingan Account sheet from

the list.

*  View request
DETAILS

General details

Expenzasz

16/08/2022
1 Otlis Zmnsol
py/physiotherapy

Supperting decuments

2022.08.29 Peeter.pdf

For entirz claim

®  View request

ACCOUNT SHEETS

August 2022

Account sheet no 270
B zoewr
Requ
Normal

me
e

n
n

t |
AcCC



8. PRIOR AUTHORI SATIONS (JSIS)

This service allowsyou to create and view the history @bur prior medical
authorsations.

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

8.1. View Medical Authorizations

1) From the service list s eFriar Authorigat i ons o to view all
authorgations 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 FE787T1 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 T ®
Accident declarations 201220 FOT07T1 2 7
Requested on 20/112/2020

Prior Authorization

Prior authorisations 29/122020

®OLWE>®®@®

© swmitec
Medical absences [l Medical care or treatment, or a medical
purchase
SLmj amEpFvz
201130.1213788
Affiliation to External Insurance 9 et e e
Requested on 30/11/2020
Zpeb Zepypig

01/01/2020 - 307082020
?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 showingdreeficiary, the date of
the request, thiype of requesandt he r equest 6s sqgri@@t us. Th
authorgations requests are displayed on top of the list. You can scroll down
to view theprior authorsations requests grouped under each month.

3) You can choose to edit or delete a request in Draft stattepipyngon the

three dots icol* next to the request.
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Delete

Edit

4) Tapon an existingprior authorsation 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 moddg lescribed in
the next section.

The list can be filteredby the different types of prior authorisations (Dental Cost
Estimate and Prior Authorisatiorfjpm 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 CepYpTg
9 201220 F2707T1
Requested on 260122020

28122020 - 311202021

Zpeb Cep¥pTg
9 201220 F2707T1
Reguested on 28/12/2020
Prior Authorization
@ suomites

Movember 2020 All

SLmj amEpFyz Prior Authorization
201130.1213768 +

Reguested on 30/111/2020 3
01/01/2020 - 30002020 Sefious lliness

8.2. Create Prior Authori sation Request

There are two maiprior authorgations requests that can treatedn MyPMO:

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

@ suomitied

Movember 2016

Eo rXvkQh
161113.F52004
Requested on 18/11/2016
Prior Authorization

@ sumites

MNowember 2015

SLmj amEpFvz
151111.F47884

Dmmimmind mm 44744 F304R

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 asttionm.

8.2.1. Create Request for Medical care

JSIS members can create a nevior Authorisation Request for Medical care or
treatment, or a medical purchase as follows:

1.

W

From the service list s ePrriaxAuthoright i ons o0 .

Tapon the E icon.
Select the Beneficiary from the list.
Select the Start Date.
Select theequest type: Medical care or treatment, or a medical purchase
T I'f the context type is Standard,

1 Ifthe context type is AccidenDccupational diseas8erious llinessr
Health Screeningthenyou arerequested to additional information
before tapping ANext o

Note: You will have readonly fieldswith additional information:
1 Request daté automatically set to current date. It cannot be changed.
1 For Health Screening context, a vatohvocatiomeeds to be selected.

If there are no valicconvocationsyou can create one using Health
Screening Requesisenu.

System displays StepiZList of treatments.

+
. Tapon the icon to add a new treatment. You are allowed to add up to

three treatments.

. 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 *

ACCOMMODATION COSTS IN

care sesvice: home care servic

> Aerosol: purchase

' ortho

Aerosol: rental
orthopedic supplies > respiratory supplies
Apparatus for measuring blood
clotting time (in case of anti-

coagulation for life)
orthop:

c supplies

Blood pressure gauge

orthopedic supplies > respiratory suppies

CPAP (apnoea/sleep) purchase

4 orthopedic supplies > res

CPAP (apnoea/sleep) rental
orthopedic supplies > respiratory supplies

CPAP. accessones/maintenance
O (excluding year of purchase)

orthopedic supplies > respiratory supphies

O PARAMEDICAL ESTABLISHMENTS

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

(>}

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

added

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 |
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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)

(]
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11.Tapon 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

Treatment Document details

Type * File name *

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.

141 f the document is scanned, youdll
selected from the device it is automatically proposed (it will include the
document type e.g. .pdf, .jpeq)

15. TapDone 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 Mte: 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 Stepi3Summary. 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 cantapon 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 catapto edit it, if the request has been submitted you can
view the information as shown in secti®i View Medical Authorizations
20When youdre done checking your infor ms
request or on Save to keep it as Draft, if you have any doubts.

8.2.2. Create Request for Dental care

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

1. From the service list s ePrigxAuthorigat i ons 0O .

+
2. Tapon the icon.
3. Select the Beneficiary from the list.
4. Select the Start Date.
5. Select the requesgpe: Dental care
1 Dental care: for the dental cay@u haveo select the dental treatment
type, then select the country where the treatment was performed, and
tap fANext 0.

Note: The user will have readnly fields that will present additional information:

1 (for Dental care/ all types) Curren¢yautomatically set depending on
selected country. It cannot be changed.

1 (for Dental care/Orthodontic dental treatment tyfie)Context i
automatically set to Standard.

Note: Choose type "Standard" for tfalowing types of dental treatments:
1 Periodontal treatment;
1 Dental occlusion;
91 Dental prostheses;
1 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. System displays Stepi2Support documents

7. Tapon 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 doaumse needed to
proceed to the next step.

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

10,1 f the document is scanned, youoll nee
selected from the devicét is automatically proposed (it will include the
document type e.g. .pdf, .jpeqg)

11.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

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 l& Dental_treatment png

Document details

B SCAN DOCUMENT + SELECTFILE
File name

e Document details
‘7 e

Document type
File name

Dental_treatment.png
Comment

Document type
Additional supporting document

Comment

Dentist report

< PREVIOUS 20f3 NEXT »

12.The system will move to Stepi 3Summary. 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 cantapon 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 catapto edit it, if the request has been submitted you can
view the information as shown in secti®ri View Medical Authorizations
15When youdbre done chéepdkn nigS e/noduar tionfsou e
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 - To

Dental_treatment png
Please keep the original 22/11/2023 - 22/11/2024

Additional supporting

1 document : documents and do not
Comment: Dentist report introduce the e request for Context
prior authorisation on paper.
& Dental treatment type
General information ey
Standard
Scan reference "
ﬁ T Country
nia Estonia
Request type . Currency
Dental treatment EUR - Euro O

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

8.3. Adding additional required information in a Prior Authorization request

There are two ways of addirglditionalinformation in a previously submittderior
authorization request

a. From the notification that requires you to add further information, you tap
on ADetail so (upper r i gPnidrauthoridaop. Thi s
requesitem where you can add the information immediately.

b. In the Prior authorization requestist, you can view the items with the
AWaiting for addi t i oyauadid nat provime theat i o n O
information yettap on the item and add the additional info required.

Steps:

1) Within to the specificPrior authorization requestem you can add the
required supplementary information (below left and middle screen):

a.Tap on AAdd I nfoo

b. Fi I | in the AGener al commento text
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c. Attach additional documents, if needed
d Tap ASendo

2) The additional information will be appended to the existing {feaow right)
and will appear as ASubmittedo.

3) You are not able to add more informat.i
request the JSIS back office or they send an additional request for information.
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9. AFFILIATIONS TO EXTERNAL INSURANCE (JSIS)

This service allows/ou to managethe affiliation requests both forou and your
family.

9.1. View affiliation request

1) From the service list s el ect AAffiliation to Exte
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 reqgue
requests are displayed on top of the list. You can scroll down to view the
affiliation requests Isitory.

3) Tapon 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 KmlVmzh

o ©® ©

Affiliation history

About
) CZ GROEP )
R uince ZORGVERZEKERAAR 1';’;3202 .
Privacy statement e
Renuest history
9.2. Create an affiliation
1) From the service | ist, sel ect AATF i1 |0 ¢

your affiliation requests created so far.

+
2) From the Beneficiary list, tap on the Add butt  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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@OPEE®D® |

™ Unknown UNKNOWN X
&  Connected - Logout

Reimbursement requests

Account sheets

Send COVID-19 report

Administrative data

Insurance certificates

Direct Billings

Accident declarations

Prior authorisations

Medical absences

Affiliation to External Insurance

DO

L [-]

3) Stepl:Verify that the beneficiary data is correct. If the data is incorrect, then

youol |

4) Confirm that the data is correct ard b

Bharmaretieal Braducts | et

need

4

The CZ and the JSIS are
beund by Regulation (EU)
2016/679 of the European
Parliament and of the

nwOi KGIZIYK
No external insurer

T xgXa
No external insurer

Qd0ab HNFETFe
Neo external insurer
{Bensficiary not primary covered)

ywwmeMXa xRAWaWY
No external insurer

+

€ Affiliation to External Ins...

t o

7

either

c.orrect

fiNext o

t

n

Sy



X Create request X Create request

Please verify and confirm the

Beneficiary’s information, If
the data is inaccurate,

please correct the data in....

Beneficiary information

Beneficiary
nwOi KGIZIYK
Binth date
26/08/1970
Gender

J Male
Private address

Streeet , Number
41-200° NISIDNSIS
Netherlands

» | confirm the data is comect. *

10f3 NEXT >

Please verify and confirm the
Beneficiary's information. If
the data is inaccurate,
please correct the data in..

Beneficiary information

Beneficiary
nwOi KGIZIYK
Binth date
26/08M1970
Gender

J Male
Private address

Streeet , Number
41-200° NISIDNSIS
Netherlands

(—. | confirm the data is comect. *

10of3 NEXT »

5) Ste®: You can modify the request form da¥u 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
t hem

i nf
in the

6) You

or mati on
eligible insurer list.

can sel

box

ect

and by sel

the desired

ecti

end

ng

dat e

Identification Number. A verification mechanism will confirm the validity of
the provided number.
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Additional details

Riequesied date from *
200062024 -

Extermal insurer

@ Some insurers are not eligible. Selecting
an the dropdown below will show the
reasans why the selecied insurer is not
avallable

End dale

£ PREVICUS 2013 REXT »

Metherands - CZ GROEP
ZORGVERZEKERAAR

Additional details

Fquested date fiom *

200062024 -
Extemal ingurer

Netherlands - CZ GROEP ZORGVER..

® Some iNSunErs are ot eligible. Selecting
on he dropdown below will shaw the
reasons why the selected Insurer s not
avallabile

End dale

Identity details

Mational kentfication number (B5H;

£ PREVIOUS 2013 NEXT 3

Edit request

Additional details

Flequested date fiom *
200672024 -
Exlomal ingurer

Metherlands - CZ GROEP ZORGVER.

® Some insurers are not eligible. Selecting
on INe Aropeown below will Show the:
reasons why the selected Insurer Is not
available

End date:
200062024 -

Identity details

Mational identiication nusber (BSHX
123453215

{ PREVIOUS 2af3 NEXT >

7) Atfter all mandatory fields are filleda p

displayed.

8) Ifyouneedtomodifya et ai |

of t he

go to previous steps to make the modification.

9) Tap on

fSend?o

O Submit

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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10. 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 |1 st is available in AMy Healtho serv
menu.The list of products will be displayehd a search bdw find the product you

are looking for more easily.o u Bekd 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 wil/ use the search criteri
means that the result list Wihclude products with the search criteria in the middle
in the name (e.g. as displ ayed adpiabow, f o

product is also returned.)

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

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 automatiealiydatel
and you can search using a new criteria.

The products which are neefundable are marked in red colour.

If you introduce lesshant hr ee | etters as search criter
least three charters are needed to perform the search.

| f there are no results magsfcohuinndgd ynoeusrs acgrei
displayed.
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