* Kk

* %
X%

* x K

EUROPEAN COMMISSION

DIRECTORATE-GENERAL INFORMATICS

Directorate B - Digital Business Solutions
DIGIT B2 - Solutions for Legislation, Policy & HR

PMO Mobile

User Guide

Date: 22/11/2022

Version: 2.01



TABLE OF CONTENTS

COMMON FEATURES ..ottt 4
1.1.  What is PMO MODbile?.....c..cooiiiiiiiiiiiiieeeee e 4
1.2, REQUITEMENLS ....oeeiiiiiieiiieiieeiteeite ettt ettt te et eeaeebeessbeeneee s 4
1.3, Access t0 PMO MODILE .......coceiiiiiiiiiiiiiiiecee e 4
1.4.  Access to PMO Mobile from OnTheGo.........cccevvveviiniiniiniincnieieees 5
L.5. HOME PAZE .ccneeiiieeeiiiee ettt ettt e e e e e s e ntaeeeenns 5
1.6. Context menu and the slide action............cccvceeverieniininiiinicceeeee 5
1.7.  Warning SAVE POPUP -..ccuveerurerreenieeereeniieeteenieesiteenteessseesseesieeesseessseenseens 6
1.8.  View App details and confidentiality statement.............cccccuveriernrennen. 7
1.9, Change lan@uage .........cc.ceeieiiiiiiiiiieie et 7
1.10. Logout 8

L.11. USET JOUIMEYS c.uveeeutieieeeiiieiieeiteesite et eite et e it e st ebee s et e beeeaaeebeessteenseens 8
NOTIFICATIONS. ...ttt ettt ettt ae e ees 9
2.1. Visualizing a notification ..........cccccueeeviieeiiieniiee e 9
INSURANCE CARDS (JSIS) ..ottt 11
3.1, View Insurance Cards..........ooceeveeiiieiiiinieiiieieeeeee e 11
INSURANCE CERTIFICATES (JSIS) cueteieiieieeieeeeee e 12
4.1.  View Insurance Certificates .........ccooerrirriiienieniiiniienieeee e 12
4.2. Request Insurance Certificates ..........cocoverviieriiercieenienieeieeeie e 13
DIRECT BILLINGS (JSIS) .eeeiititiiienieeieetesteeee et 15
5.1, View direct billings ........ccceeriieiiiiiieeiieie et 15
5.2. Direct billings - Ask @ qQUESHION ......cccveeeriiieiiieeieecie e 16
5.3. Create a new direct billing...........cccoveeviieniiiiiiinieeiieeeeee e 17
5.4. Adding supplementary required information in a Direct billing.......... 19
ACCIDENT DECLARATIONS (JSIS) ..eeteiieieieeeeeeee e 20
6.1.  View Accident Declarations............eecveereerieenienieenienieeiee e 20
6.2. Accident declarations — Ask a qUESHION.........cccceeevieriieeiienieeieeeeeee, 20
6.3. Create new accident declaration...........cccceeveeniiiiiinienicinienceeeee, 21
MEDICAL ABSENCES (JSIS) .ottt 23
7.1, View Medical ADSENCES ......cc.eeruiiriiiiiiiiieiiceiie et 23
7.2. Declare Medical ADSENCE........cceevuirieriiriinieiieieeeieee e 23
REIMBURSEMENT REQUESTS (JSIS).c.uoiiiiiiinieeeiereeeeeeeeiee 26



10.

11.

8.1.  View reimbursement reqUESES ........cccveeruierieeriienieeniieneeenieesreeseenenas 26

8.1. Reimbursement Requests — Ask a Question.........ccceeeeuveercveeeeneeennnen. 26
8.2. Create a new reimbursement reqUESTt.........ccveerveerveerreenieenieenreenneennnes 27
8.3. Duplicate Reimbursement request.........ccceevveeerieeerieeniieenieeeeree e, 33
8.4, View account ShEEtS .........cceveeruiriiriinienienteiectese e 35
8.5. Account sheets — Ask @ QUEStION ........ccccuviiiiiiiiiiieeeiiiee e, 36
MISSTONS (MIPS) ..ottt s 38
0.1, VIEW MISSIONS ..ttt ettt ettt ettt sttt e e e 38
9.2, View MisSiOn detailS ........cceriirieniiriiniieieiierieeieeenieee e 38
0.3, View MiSSI0N MEETINGS .....eeeevreerrreeiiieeiieeeiieeeieeeeereeesreeesreeessseeennns 39
9.4.  Add mission dOCUMENLS ..........cceeruiriiriienienienieieeeenieee e 40
9.5. Remove mission dOCUMENLS ........cccueeriieriieniieniieeieeiee e 42
9.6. Edit mission dOCUMENLS...........evueerierieriierienieneeieetenieee et 42
9.7.  View mission dOCUMENLS. ........ceuierieriiieiieeieeniie et eiee st 43
0.8, GO GIEEM .ueiiieeeeeeee et 44
9.9. Duplicate @ MISSION .....eeeeureeiiieeriieeriieerieeetteeeeieeeerreesreeesreeeeareeenens 44
9.10. Withdraw a miSSIOMN ......cc.eevuiriiriieniirieniieie sttt 45
0.11. Delete @ MISSION ...ceruvieiuiiaiieiieeieesite ettt ettt ettt e 46
MEETINGS (AGM) ..ttt ettt e 48
10.1. View Meeting liSt......cccueeeiiiieiiieeiiieeee ettt e 48
10.2. View meeting details .........ccoevvieiieniiiiiieiiieiiee e 49
10.3. Accept/Reject meeting inVitation ..........cccveeerveeerieeeniieeeiieeeiee e 51
TROUBLESHOOTING .....ootiiiieiieiesceteee ettt 54
11.1. Client Failure Limit Exceeded..........ccccoiiiiiiiniiiiiiiiiiiieniceee 54



1.

COMMON FEATURES
1.1. What is PMO Mobile?

PMO Mobile is a web-based mobile application that allows you to view your family
insurance cards, request insurance certificates, declare medical absences, request
direct billings, view and manage missions, add mission documents and much more
directly from your mobile phone.

The PMO Mobile App replaces and enhances the JSIS Mobile App.
1.2. Requirements

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

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

PMO Mobile is a web application and is not available in the Apple App nor Google
Play stores.

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

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

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

EU+ W__ 0
on QE¢ Tas

o & 2]
English (en) eI

Sign in to continue l_l

PMOMMobile

Il
»

D Sign in with the EU Login Mobile WHAT'S UP?
app
&=m | @m going on mission
Or ) and manage mission details

Enter your e-mail address or unique identifier o .
| am invited to a meeting

BH}  Accept participate and submit meeting

expenses

Or WHERE DO YOU WANT TO GO ?

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

Sign.in with Twitter —
o

Sign in vith Google

o <[~ Jo|

Administrative data
@ My family's and my insurance cover
information
Easy, fast and secure: download the EU Login app
My insurance certificates



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

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

1.4. Access to PMO Mobile from OnTheGo

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

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

1.5. Home page

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

PMOMobile

WHAT'S UP?

4=m | @M going on mission

W g and manage mission details User ]oumeys

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

.

BH)  Accept, participate and submit meeting
Expenses

WHERE DO YOU WANT TO GO ?

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

User actions

Account sheets (stories)

Review my reimbursements

Administrative data
@ My family’s and my insurance cover
information

My insurance certificates

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

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

The context menu changes from a type of item to another. You can edit, delete,
duplicate the item etc. The context menu is only displayed if you are allowed to
perform a certain action, otherwise, it does not appear.

The screen below shows the context menu for an item in the direct billings list. In

order to see the possible actions under the menu, you can either click on the ' jcon
or slide the item to the left side of the screen.
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In this specific case, you can see two possible actions: edit and delete item.

<  Direct Billings
October 2022

TOY STORY

EX,  Requested on 2711012022
Standard
Belgium

© Ongoing
TOY STORY
By  Requested on 261012022
Standard
Belgium
@ Ongoing
August 2022
TOY STORY

Requested on 31/08/2022
Standard

i Draft
February 2022

BUGS BUNNY
Requested on 22/02/2022
Standard

Armenia

1.7. Warning save popup

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

save the modifications so far.

You can choose to save them or not. If you save then
you will be able to find back your form in Draft mode
and continue working on it, otherwise the data will be

lost.

All <  Direct Billings All
| October 2022 |
TOY STORY
EXy  Requested on 27/10/2022
Standard
Belgium
@ Ongoing
TOY STORY
By  Requested on 2611012022
Standard
Belgium
@ Ongoing
August 2022
FORY

/ ed on 31/08/2022
1

Finger swipe left aft

February 2022

[+

BUGS BUNNY

Requested on 22/02/2022 o
Standard

Armenia

Closing without saving

Are you sure you want to close
this page without first saving or

submitting?




1.8.  View App details and confidentiality statement

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

Y Unknown UNKNOWN
4B Connected - Logout

What's up?

= | am going on mission

E | am invited to a meeting

Setlings

?.A Language

? FAQ

| i About |

['_U User guide

| (6] Privacy statement | f

1.9. Change language

To change the language, click on the
languages list.

icon then select the language from the

° Unknown UNKNOWN Unknown UNKNOWN
M  Connected - Logout & Connected - Logout
What's up?
= | am going on mission

| am going on mission

=B | am invited to a meeting 1 am invited to a meeting

Settings

7A Language English ~ English =

? FAQ

i About

0  userguide English

o Privacy statement if Francais




1.10. Log out

To log out, click on the = icon then select “Logout”.

® Unknown UNKNOWN

What's up?

= | am going on mission
E | am invited to a meeting
Settings

YA Language English ~

?  FAQ
i About
User guide
6} Privacy statement |

1.11. User journeys

A user journey is a timeline of user actions (stories) that describes the multiple
interactions (touchpoints) between PMO and its users (personas). It is created from
the perspective of the user to better understand the viewpoint of those who use the
services.

Each user journey is mapped to a set of user stories, most frequently in time sequence,
but not always.

A user journey is not a workflow; the user is not required to complete a task before
moving to the next one. A user journey is meant to guide PMO Mobile users through
the process of achieving their goal with the App.



2. NOTIFICATIONS

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

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

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

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

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

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

X Notifications All =

Notifications

CORPORATE MEETINGS CORPORATE

T

New account sheat

J— 251/2021 New account sheet 2501112021
PMOMabile @ You have a new account ﬁ You have a new account >
sheet available in your sheet available in your...
WHAT'S UP? Direct billing - 2601172021 Direct billing - 251172021
m additional info m additional info
4= | @am going on mission Please provide us with Please provide us with ?
- Plan and manage mission details additional infermation.. additional information__
| am invited to a meeting Direct billing - 2501112021 Direct billing - 25172021
ﬁ Accept, participate and submit meeting % additional \lnfo i m additional info >
expenses Please provide us with Please provide us with
additional information additional information...
Direct billing - 2211172021 Direct billing - 2201112021
?
WHERE DO YOU WANT TO GO 7 B@ additional info m additional info N
Reimbursemeant requests Please pravide us with Please provide us with
i Create and view the history of my additional information.. additional information....
e e ¥ ¥
reimbursement requests
DIRECT BILLING 1411012021 DIRECT BILLING 14102021
Qu
= Account sheets % sEQ;Ej-E,”, . m REQL_JEST_ : >
O Review my reimbursements our direct biling reques Your direct billing request
has been accepted. Th has been accepted. Th...
Administrative data New account sheet 0aI07IZ021

@ My family's and my insurance cover
information

My insurance certificates
~ .

I

You have a new account
sheet available in your.

New account sheet

077N,

Mobile

All

5) When you click on the notification, you can see the details of the notification:
text and attached documents, if any. (left below) If you click on an attachment,
it will open on the screen. (left right)



X Notification DETAILS %  Open document

Direct billing - additional info
DIRECT_BILLING

Sent: 25-11-2021, 07:28

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

Attachment

% Open document

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

Note: If the functionality is not yet implemented in PMO Mobile, the “Details”
button does not appear.
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3. INSURANCE CARDS (JSIS)
3.1. View Insurance Cards
JSIS members can view the insurance cards for all family members covered by JSIS.

On the home page, click on “My insurance cards”. The App will display all insurance
cards of your family composition (below left).

As in JSIS Online, the sickness and accident coverage icons are available:
e Red icon: Primary full right coverage.
e Orange icon: Complementary right coverage.
e (Grey icon: No Coverage

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

€  Administrative data

€< TOY STORY

< TOY STORY

IDENTITY ~ COVER  ADDRESS  RELATIONSHIP IDENTITY ~ COVER  ADDRESS  RELATIONSHIP

European Union Cfficial Health Insurance -
i Affiliate 123456

TOY STORY Affiliate 123456 G @ d e
Az First name TOY Sickness and accident
. ot nAme STORY Sickness Primary %

Birth date 017 Accident Not Covered
European Union Official Health Insurance - =l e 01/01/1981

. Social security
BUGS BUNNY Gender Man &
Spouse N 193458 Retired and volontaires - 1/3 contributio. ..
v Valid from 01/04/2018

arital status Marmed
alid to

European Union Official Health Insurance - Nationatily Luxemburger
TOY STORY BAN 0000
Child Currency Euro

referred English

For other questions related to the coverage, consult JSIS Online first, then contact
Staff Matters or contact PMO.

JSIS Online:

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

Staff Matters:

https://myintracomm.ec.europa.eu/staff/EN/Pages/index.aspx?Iln=en
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INSURANCE CERTIFICATES (JSIS)
4.1. View Insurance Certificates

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

— < My insurance certiicates

PMOMobile October 2022

. o) TOY STORY
WHAT'S UP? &4 Certficate for the "Hulk”

— I am going on mission Document date 26/10/2022
]

Plan and manage mission details

@ Available
— | am invited to a meeting
B  Accept participate and submit meeting February 2022
expenses
TOY STORY

o,

&g Certificate for the "Hulk"

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

Reimbursement requests @ Submitted
i Create and view the history of my
reimbursement requests November 2021
== Account sheets BUGS BUNNY
& peview my reimbursements s JSIS primary coverage certificate

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

TOY STORY
My insurance certificates o]

JSIS primary coverage certificate
9' Create and view inlsurance certificates ala F!eqqul dat’e 22511;3021
for me and my family

= — Submitted
Direct Billings e N

EY.  Create and view the history of my

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

Once available (status changes to “Available™), to view a requested certificate, click
on the corresponding item in the list.
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€ My insurance certificates X View certificate

October 2022

o TOY STORY
¢ Certificate for the "Hulk"
Document date 26/10/2022

@ Available

February 2022
o TOY STORY
&y Certificate for the "Hulk”
Request date 22/02/2022
@ Submitted
November 2021
BUGS BUNNY
app  JSIS primary coverage certificate

Request date 22/11/2021

@ Submitted

TOY STORY
yp JSIS primary coverage certificate
Request date 22/11/2021

@ Submitted

4.2. Request Insurance Certificates

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

Steps:

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

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

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

5) Click Send.

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

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

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

9) Select the insurance certificate to view it.

13



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

October 2022
Select beneficiary Select beneficiary
@ TOY STORY
Fr Certificate for the "Hulk" . @ Toy Story .
Document date 26/10/2022
L J ’;\, Bugs Bunny 9
[] ilable
() Tazz Mania
February 2022 g - g
TOY STORY Sal ifi
#p  Certificate for the "Hulk” elect certificate
Request date 22/02/2022 - —~ -
JSIS primary coverage ceriificate [{ 7) JSIS primary coverage cerfificate
@ Submitied Certificate for the "Hulk” (@ Certificate for the "Hulk’
November 2021
Additional information
e BUGS BUNNY
#p  JSIS primary coverage certificate Reference year *
Request date 22/11/2021 2019 -
@ Submitted
TOY STORY
e,

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

@ Submitted

< My insurance certificates € My insurance certificates X View certificate

November 2022 November 2022
/o) TOY STORY o) TOY STORY
ap  Certificate for the "Hulk" #p  Certificate for the "Hulk”
Request date 04/11/2022 Request date 04/11/2022
@ Submitted @ Available
QOctober 2022 October 2022
/o) TOY STORY ) TOY STORY
ayp  Certificate for the "Hulk" &g Certificate for the "Hulk”
Document date 26/10/2022 Document date 26/10/2022
(] ble [] ilable
February 2022 February 2022
TOY STORY TOY STORY
o3 Certificate for the "Hulk” 7. Certificate for the "Hulk”
Request date 22/02/2022 Request date 22/02/2022
@ Submitted © Submitted
November 2021 November 2021
o) BUGS BUNNY @ BUGS BUNNY
ayp SIS primary coverage certificate Mg JSIS primary coverage certificate

Request date 22/11/2021 + Request date 22/11/2021 + _
B Suhmitted 8 Suhmittad
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DIRECT BILLINGS (JSIS)
5.1.  View direct billings

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

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

&= | am going on mission October 2022
- Plan and manage mission details

TOY STORY
| am invited to a meeting m Reguested on 27/10/2022
BH)  Accept participate and submit meeting Standard
Expenses Belgium
@ Ongoing
WHERE DO YOU WANT TO GO ?
Reimbursement requests m ;OY S;FC;RYT1 02022
i Create and view the history of my equested on 265
reimbursement requests Standard
Belgium
= Account sheets ~
o oiew my reimbursements © Ongaing
Administrative data e 2T
@ My family's and my insurance cover
information TOY STORY
Requested on 31/08/2022
My insurance certificates Standard
,s)' Create and view insurance certificates
for me and my family G Draft
Direct Billings February 2022
m Create and view the history of my
direct billings BUGS BUNNY
Requested on 22/02/2022 e
Accident declarations Standard
View the history of my declarations of Armenia
. arcidant

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

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

+
The floating action button (FAB) allows you to create a new direct billing.
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X View direct billing ¢  Direct Billings

General Information Ockeeigo
WMain document ref. TOY STORY
123455 P 12345 EXy  Requested on 27/10/2022
: Standard
Belgium >
Beneficiary Status
TOY STORY Ongoing @ Ongoing
Type of re. Requested... TOY STORY
Standard 27/10/2022 EEy  Requested on 26/10/2022
Standard
Start date End date Edr >
27/10/2022 26/12/2022
@ Ongoing
August 2022
Care provider TOY STORY
Requested on 31/08/2022
Standard
BOULEVARD LOUISE 18 _E_b
6480 CHIMAY
Belgium Delete

Direct Billing Reason

Haspitalisation for treatment or Requested on 22/02/2022

Standard

VIEW REQUEST S

5.2.  Direct billings - Ask a question

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

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

2) Click on an existing direct billing to view more details.
3) Click "Ask a question"

4) The staff contact page opens

X View direct billing

General Information

Main document ref.

123456 P12345

E al
Bl & | s contct
TOY STORY Ongoing EN (@ JFR
Type of re. Requested Back to Staff Matters
Standard 2710/2022 ~ — ¥
Direct-billing
Start date End date
Direct billing
2711012022 26/2/2022

Subject” Context”

Direct Billings (123456.P12345) -

Beneficiary concerned by your question” It relates to
Care provider
TOY STORY v
BOULEVARD LOUISE 18 Description*
6460 CHIMAY
Belgium

Direct Billing Reason

Hospitalisation for treatment or

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

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

+
6) Click on the icon.
7) Stepl: Select the beneficiary and choose request type®.

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

belongs to.
<  Direct Billings Al - X  Create directbilling ... ~ SAVE % Create direct billing ...  SAVE
Getober 2022 Main details e Main details e
. TOY STORY Beneficiary * Beneficiary * -
KXy Requested on 27/10/2022 Toy Story - Toy Story
Standard _ - . o
Belgium Type of request * ) PE=SERE L -
Standard Standard
Ongoing ; .
© Ongeing E-mail to receive documents ST
X TOY STORY
B  Requested on 26/10/2022
Standard
Belgium
@ Ongoing
August 2022
TOY STORY
Requested on 31/08/2022
Standard
Draft
February 2022 Standard
BUGS BUNNY Accident
Requested on 22/02/2022 e
Standard Direct billing f . i
Armenia 10f4 NEXT 3 irect billing for serious iliness

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

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

17



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

Care provider (] Care provider L: ]

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

Country * . @ Fillin the details
Belgium

Name of the care center *
Care provider *

CLIN. UNIV. STLUC - UCLSERVICEC... »

Strest *
AVENUE HIPPOCRATE 10
9 1200 BRUXELLES
Belgium Humber * Box
Thi ovider has an agreement
with J Postal Code * city *
() Fillin the details
Country *
Tel Fax

You must specify either the phane, the fax or
the email

¢ PREVIOUS 20f4 NEXT > < PREVIOUS 20f4 NEXT >

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

10) Step 4: A summary of the direct billing is displayed in this step together with
one or more acknowledge checks (right below). Once you’ve verified the data
and agreed with the General Conditions, you can send your direct billing by
clicking Send.

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

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

extension. Please enter a comment if you still

Feason e Summary o want to request a new direct billing =
All invoices issued by the Beneficiary t
hospital and linked to your Toy Story commern

hospitalisation will be paid by

your settlements office. If you. . Type of request

c . Standard Could you please keep the original
alegory
o X - documents and do not infroduce the same
Hospitalisation direct billing request by paper.
Reason *
Hospitalisation for treatment or operation
Care provider General Conditions
Complementary info
. ) AVENUE HIPPOCRATE 10 | am aware of and undertake to
Short description of the type of operafion 9 1200 BRUXELLES N
Belai @@  comply with the conditions and rules
hard operation lgium in force
This care provider has an agreement
Expected date of admission to hospital * with JSIS | have noted that persons who are entitied to
04/11/2022 - B the foregoing benefits shall declare the
Direct Billing Reason amount of any reimbursements paid or which
they can claim under any other sickness
Attach documents Hospitalisation for treatment or operation insurance scheme provided for by law or
regulation for themselves or for persons
@ SCAN DOCUMENT + SELECT FILE Short descriplion ofthe type of eperation covered by their insurance. (cfr. Article 72§4
hard operation of the Staff Regulations)
Please consider that vou should keen vour original e i i e it
< PREVIOUS 3of4 NEXT > < PREVIOUS 40f4 SEND < PREVIOUS 40of4 SEND
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Note: Once you have sent the direct billing, you can retrieve it back in your direct
billings list. The direct billing will be further processed in JSIS backoffice like any
direct billings created in the JSIS desktop application. The direct billing will change
its status after being processed.

5.4. Adding supplementary required information in a Direct billing

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

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

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

Steps:

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

a. Click on “Add Info”

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

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

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

s Wi dirnct billing 1 Add indo o drect biling SANE = Wiew dernct billing
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6.

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

On the home page, select “Accident declarations”. The app will display the list of
accident declarations submitted, ongoing or closed.

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

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

WHERE DO YOU WANT TO GO ? Cenierdra Accident details
Reimbursement requests A Toy Story Third party involved
i Create and view the history of my & Submitted on 27/10/2022 Ves
reimbursement requests Accident on 09/10/2022 @ Ongoing
Private Beneficiary
= Account sheets TOY STORY
B peview my reimbursements @ Ongoing
Accident on
Administrative data September 2022
@ My family's and my insurance cover Oenorz02z
information
A Toy Story Submitted on
& Submitted on 01/09/2022
My insurance certificates Accident on 02/03/2022 2711012022
9' Create and view insurance certificates Private
for me and my family Scan reference
© Ongoing 123456 AR1234
Direct Billings
m Clreate ind view the history of my August 2022 Reason for lale declaration
direct billings raison
Toy Story
A Accwde\wt F!eclaral\ons . A Submittad on 04/08/2022 Injuries
£, Viewtne history of my daclarations of Accident on 01/03/2022 blessures
accident .
Private
Circumstances
s Vy missions - )
Ongoing
W yiew and manage my missions @ Ongoing circonstances
March 2022 Category
a  [Vly meetings
) View my meetings Tov S Private
oy Sto

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

6.2. Accident declarations — Ask a question

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

From the home page, select “Accident Declarations” to view all accident
declarations created so far.

Click on an existing accident declaration to view more details.
Click "Ask a question”

The staff contact page opens
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No

@ Ongoing
Beneficiary
TQY STORY
Accident on
12/05/2022
Submitted on
12/05/2022
Scan reference
123456.AR1234
European |
) m Commission Staff Contact
Circumstances
e
any @)
Back to Staff Matters
Category =T AN
Work Accident
Gountry Subject” Context"
Aruba Accident declarations
Work disability Beneficiary name* Reference*
No TOY STORY 123456.AR1234

Description*

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

1) On the home page, select “Accident declarations”.

+
2) Click on the icon.

3) Enter the accident date, click done.

4) Select if a Third party was involved: Yes/No.

5) Select the beneficiary from the list.

6) Enter the private phone with the country extension (e.g. +32...).

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

8) Enter the injuries.

9) Provide the circumstances of the accident.

10) Select the category from the list: private, sport, work or on the way to work.
11) Select the country where the accident happened.

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

13) By switching on the toggle button right you can inform as well if the police
were involved.
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14) Click Q@ add document” to upload documents.

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

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

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

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

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

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

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

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

¢  Accident declarations < Declare accident

October 2022 |

Accident details

A Toy Story Accident on *

&2 Submitted on 27/10/2022 08/11/2017 -

Accident on 09/10/2022

Private Third party involved *

Yes

© Ongoing
Beneficiary *
September 2022 Toy Story
Private phone
Toy story +32 000 000 00

A Submitted on 01/09/2022 : |
Accident on 02/03/2022 The accident date is more than < ' Please wait
Private 14 calendar days in the past, )

please add a reason

@ Ongoing
Reason for late declaration *
August 2022 (write your reason here)
Injuries *
A Toy Stary (write Injuries here)
£ Submitted on 04/08/2022
Accident on 01/03/2022 Circumstances *
Private (write circumstance here)
Category *
@ Ongoing -
March 2022 Country
+
SEND The request has been saved.
A Toy Story
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7. MEDICAL ABSENCES (JSIS)
7.1. View Medical Absences
JSIS members can view submitted medical absences.

On the home page, select “Medical absences”. The App will display the list of
absences submitted.

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

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

October 2022 Absence details

== Account sheets
os R R From 27/10/2022 to 27/10/2022 Start date
Review my reimbursements Sickness

. 27/10/2022 AM
Sent on 27/10/2022
Send COVID-19 report
* Inform the medical service about a End date
COVID-19 related incident @ suomitizd 2711012022 oM
Administrative data
@ My family's and my insurance cover Type of absence
information Sickness

Accident date
My insurance certificates

'9’ Create and view insurance certificates
for me and my family

Direct Billings Y certficate-12738

m Create and view the history of my
direct billings - . .
Additional information
Accident declarations
A View the history of my declarations of X
T accident My contact information

Country
Angola

Medical absences
Create and view my medical absences
details

Doctor's information
My meetings +
View my meetings Doctor's name

Dra Elsa

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

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

1) On the home page, select “Medical absences”.

+
2) Click on the icon.

3) The App may display a reminder as to actual deadlines. If this is the case,
close the reminder. By leaving the checkbox “Do not show again” checked,
the App will not show this reminder again.
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Note: Depending of the screen size, users may have to scroll down to access
the “Do not show again” option and access the “Close window” button.

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

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

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

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

8) Add additional comments, when needed.

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

10) The app confirms that the medical certificate was sent and adds the absence
to the list of declared absences.

October 2022

Account sheets

) . From 27/10/2022 to 27/10/2022
Review my reimbursements

Sickness
Sent on 27/10/2022

Send COVID-19 report
-m- Inform the medical service about :
COVID-19 related incident. () Sutmia

Administrative data
@ My family’s and my insurance cover
information

My insurance certificates
a Create and view insurance cerificates
for me and my family

Direct Billings
m Create and view the history of my
direct billings

Accident declarations
A View the history of my declarations of
©  accident

Medical absences
Create and view my medical absences
details

My meetings +
View my meetings
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x Add medical absence X Add medical absence

Medical Absences unit within 5 calendar days (by

Reminder about deadlines post, email or fax), mentioning your personal
number.
Sickness Sickness during annual/maternity leave

If the first day of sick leave is a day of annual leave

‘You have to inform your immediate superior as
or matemity leave:

s00n as pessible during the first hours of your
absence and send a medical certificate to the
Medical Absences unit within 5 calendar days (by
post, email or fax), mentioning your personal
number.

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

send your certificate within 48 hours

WITH your actual contact details (address
phone/email)

WITH also contact details of the doctor who

Sickness during annual/maternity leave

If the first day of sick leave is a day of annual leave

or maternity leave: wrote your certificate (name, address
phone/email).
- always inform your supervisor in all cases of
absence due to illness, accident or If the contact details are missing, or if the 48h
hospitalization deadline is not respected, the day of annual leave
= send your ceriificate within 48 hours cannot be recuperated
= WITH your actual contact details (address, )
Calculation of the 48h deadline: 1st day of
phone/email) _ -
- WITH also contact defails of the docior who incapacily = 24h - 2nd day of incapacily = 480.
wrote your certificate (name, address Link to My IniraComm
phone/email).
Scroll down

If the con.tact details are missing, or if the 48h Do not show again N
deadline is not respected, the day of annual leave]

cannot be recuperated X CLOSE

Calculation of the 48h deadline: 1st day of

X Add medical absence X Add medical absence ¢  Medical absences

Additional Information N ber 2022
o lovember

Absence details

During annual leave
Start date * . & From 04/11/2022 to 04/11/2022
. . . ) Sicknass
o4rti2022 AM Medicallpaiiine Senton 0411112022
End date *
e Extension
04/11/2022 - M

Hospitalisation Qctober 2022

Type of absence *

From 27/10/2022 to 27/10/2022

Telework Allowed
& Sickness
Accident dale * E Sent on 27/10/2022
. regnanc
Tapfclick to select date h 9 ¥
@ submitted

My contact information
& SCAN DOCUMENT + SELECT FILE

Country *

Additional information
Doctor's information

During annual leave
Doctor's name

Medical part time
Country *

Extension Your Medical Absence is now pending for

submittion to the Medical Service. You will get
notified when it's finally submitied.

Hospitalisation L.
& Additional comments

Notes:

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

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

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

https://myintracomm.ec.europa.eu/staff/EN/health/specific-
events/Pages/sickness.aspx?Iln=en
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8.

REIMBURSEMENT REQUESTS (JSIS)

8.1.

View reimbursement requests

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

2) The system displays the list of requests showing the type of request, the date

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

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

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

4) Click on an existing reimbursement request to view the request information.

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

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

- < Rembursement e o

Ccloieg o General details
Standard
@ Last updated on 27/10/20.. © Ongoing
VPMOI'.-WrJullcr Total 0 EUR :
m‘ Draft Scan ref
WHAT'S UP? 123456.F12345
December 2021
I'm sick Staff currently serving or having served in a
'v‘ Inform others and register your _ Standard delegation (outside the E.U)
sickness details Requested on 10/12/2021 ... No
Total: 100 ZAR Request type
o | am invited to a meeting Standard
BH)  Accept, participate and submit mesting @ Ongeing
expenses
Standard
5 Requested on 1011212021
WHERE DO YOU WANT TO GO ? Total: 130 ZAR : Expenses
Reimbursement requests — 09M212021
i Create and view the history of my @ Ongoing e
reimbursement requests 1 Toy Story
Standard Consultation / Visit general practitioner
== Account sheets )] Requested on 1012/2021 3 Total- 100 Z4R
O peview my reimbursements Total: 100 ZAR
‘You can only createfedit Standard,
Send COVIDTW rEp[?rt Accident, Occupational Disease and Supporting decuments
-* Inform the madical service about Serious lliness requests, for other types

8.1.

COVID-19 related incident. please use JSISIRCAM online. @J 227-seldom.png
Linked expenses

Reimbursement Requests — Ask a Question

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

1) From the home page, select “Reimbursement requests” to view all your
reimbursement requests created so far.
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2) Click on an existing reimbursement request to view more details.
3) Click "Ask a question"

4) The staff contact page opens

General details

@ Ongoing

Scan ref.

123456 F12345

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

Request type
Standard European
E Commission | Staff Contact
EN @) FR D My Questions
[Back to Staff Matters
Expenses ~T=P T
eimbursement online
09/12/2021
1 Toy Story Subject* Beneficiary concerned by your question*
Consultation / Visit general pracitioner Reimbursement requests TOY STORY
(3 Total: 100 ZAR
Reference*
123456.F12345
Supporting documents
Description*

@J 227-seldom.png
Linked expenses

8.2.  Create a new reimbursement request

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

Steps:

5) On the home page, select “Reimbursement requests”

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

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

8) Choose request type from list: Standard, Accident, Occupational disease etc
Click “Next”
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<  Reimbursement requ... All ~ X Create request

October 2022

Main details
Standard
Last updated on 27/10/20 Staff currently serving or having served in a
Total: 0 EUR H delegation (cutside the E.U) *
No
g Draft Request fype *

December 2021

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

© Ongoing
Standard

9 Requested on 1011212021 ...
Total: 130 ZAR

© Ongoing
Standard

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

© Ongoing

March 2018

1of 4 NEXT »

9) System displays Step2 - List of expenses.

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

11) 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)

12) Select the Beneficiary.

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

14) 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

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

011172022 - Q_ [reatment or expense type
Beneficiary * O Medicine / pharmaceutical product
TOY STORY
() Acupuncture
Country *
South Africa
O Ambulance/transport costs
Currency *
ZAR - South African Rand N O Analyses and tests
Treatment details o Analyses and tests with prior

authorisation

Select -

0O Annual visit package - Agencies /

Qutside EU
Total cost™ 0.00 ZAR
0O Annual visit package — Agencies /
Reimbursement from another source Qutside EU
Source 1 0.00 EUR - ()  COVID-19 test
Source 2 0.00 EUR ~ O Colonoscapy
+ () Confinement
Comment
O Consultation / Visit general
{ PREVIOUS 2of 4 NEXT » practitioner

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

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

17) Add your costs and the reimbursement received from other sources and
click “Save”. (below left)

%  Add expense SAVE X List of expenses SAVE

Treatment date * u 01/11/2022
01/11/2022 - TOY STORY
1 Medicine / pharmaceutical
Beneficiary * product
TOY STORY O Total: 4R
Country *
South Africa 4
Currency *

-

ZAR - South African Rand

Treatment details 0

Type *
Medicine / pharmaceutical product » @

° Add medicine

Total cost ™ ZAR
Reimbursement from another source
Source 1 EUR ~

Source 2 EUR =

The expense has been saved.
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18) The system will save and add your expense to the list of expenses (below
right)
19) You can choose to add a new expense in the list of expenses by clicking the

icon. (below left)

20) In order to add a medicine, you go through the same steps as before, but

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

21) Click on the ° icon to add a new medicine. (below middle)

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

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

Note: If your medicine is not in the Medicines list, you can just type the
name and you will be able to use it in your request.

X List of expenses SAVE x  Add expense SAVE % Add medicine DONE

(1] 01/11/2022 Treatment date *
TOY STORY 01/11/2022 -
1 Medicine / pharmaceutical H Medicine / Pharmaceutical product
product Beneficiary IBUFEN »

03 Total: &R TOY STORY

Medicine details

Number * Amount per unit *
Country *

South Africa » 1 10 ZAR

Gurrency

ZAR - South African Rand : 10 ZAR
Total amount *

Treatment details o Reimbursement from another source

Ve ©
Medicine / pharmaceutical product ¥ Source 1 20 EUR

Source 1 {
o Add medicine EUR

Total cost * ZAR

Reimbursement from another source

+ Source 1 EUR ~

Source 2 EUR =

{ PREVIOUS 20f4 NEXT »

23) Your list of medicines will appear in the expense screen. If there are any
errors you will see a red exclamation icon on the medicine name. Please

correct that in order to move forward and click on Save when you’re done
(below left)
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24) The system will save and add your new expense to the list of expenses
(below middle)

25) You can still edit an expense by clicking on it or delete it by clicking on the

three point icon ' next to the request and choosing Delete. Click on Next to
move to the next step. (below middle)

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

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

Treatment date *

01/11/2022
01/11/2022 v Toy Story
1 Medicine / pharmaceutical
Beneficiary * product
Toy Story ) Total: 100 ZAR 1
Country * 01/11/2022
South Africa » Toy Story
2 Medicine / pharmaceutical
Currency * . product
ZAR - South African Rand ) Total: 20 ZAR 2
Treatment details (2]
Vet @
Medicine / pharmaceutical product »
° Add medicine
= BENACOL
1x Total: 10 ZAR
= BRUFEN
1x Total: 10 ZAR
+ +
Total cost * ZAR
Reimbursement from another source < FREVIOUS 20f4 NEXT > < PREVIOUS 3of4 NEXT >

+
27) Step 3 — Supporting documents. Click on the icon to add a new
supporting document. (below left)

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

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

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

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

€ Select animage Done

_|_
Add supporting document
a PDF, JPEG, BMP, GIF, PNG less
oose High R
Original, if prompted

You can upload
than 10MB. P

olution or the

Upload document
+ /’

— - (0] Take a photo

¢ PREVIOUS 3of4 NEXT > P Choosefile

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

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

31) 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 X Supporting documents  SAVE

Attachment

Attachment @ Supporting document 1
Linked expenses
Supporting document 1 Supporting document 1
U 304.94 Kb ] 304.94 Kb 1 Annual vistt packags - Agencies / Outside EU
Link this file wiith the entire claim » OR inkthis file vith 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
+
{ FREVIOUS Jof4 NEXT >
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32) Repeat the process above and when you have finished adding your
supporting documents and linking them to the expense, click Next. (below
right)

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

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

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

X Supporting documents ~ SAVE
Supporting document 1 - General details For entire claim
For entire claim °

Supporting document 2.png

Supporting document 2 . Staff currently serving or having served in 0 Linked expenses
0] i delegation (outside the E U)
No

Linked expenses

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 100ZAR €81

and conformity criteria for supporting
documents listed here below.

01/11/2022

Toy Story

Medicine / pharmaceutical product
) Total 20 ZAR 2

| certify that this claim, together with the
supporting documents, is correct and that the
invoices have been paid for. | hereby declare
that | will archive the original supporting
documents during 18 months starting on the

Supporting documents
e g day | receive the reimbursement account

) sheet for my medical expenses and | will
Supporting document 1.png
+ For enfire claim submit them to the settlements office upon
request.
. Sunnortina document 2 nnn
£ PREVIOUS 3of4 NEXT > { PREVIOUS 4 of4 SEND £ PREVIOUS 4 0f 4 SEND

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

8.3.  Duplicate Reimbursement request

The user have the possibility to duplicate an existent reimbursement to avoid to encode
everything again.

1. On the home page, select “Reimbursement requests”.
2. Click on the three dots icon

3. Select "Duplicate"
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Qctober 2022
Standard
Last updated on 20/10/20
PMOMobile Total: 100 ALL + 50 EUR
G Draft Edit
WHAT'S UP?
September 2022 Duplicate
<= | a@mgoing on mission |
W pian and manage mission details Standard o,
) Requested on 2210912022 . iea o
g | am invited to a meeting Total: 170 ZAR H
B  Accept, participate and submit meeting
expenses o Ongomg
N __ Standard
WHERE DO YOU WANT TO GO 7 Last updated on 19/09/20
Reimbursement requests Total OEUR
i Create and view the history of my
reimbursement requests G Draft
= Account sheets Standard
o Review my reimbursements 5 Last updated on 19/09/20
Total: 0 EUR
Administrative data
@ My family's and my insurance cover Yourmn only cleatele(il Stamlal:m Yourcan only ueatele(il Stanckim
information . e I OK "“?"‘*"'- s OK
Serious lliness requests, for other types Serious lliness requests, for other types
please use JSIS/RCAM online. please use JSIS/RCAM online.

My insurance certificates

4. A pop-up to create a request opens
5. Select the expenses date (this new date is used to all copied expenses)
6. Choose if it's to duplicate the amounts as well, or not

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

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

x  Create request DUPLICATE

Expenses date *

22/11/2022 -
[  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.
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8.4.

1)

2)

3)

4)

5)

View account sheets

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

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

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

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

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

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

Account sheels MonthYoar - &  Account sh... Scan rehrencs -
Arcound shest no 450 Accounl sheel no 459
B 173455 r12345 B 173456 F123454
i e - i
WHATS UPTF
ﬁ | BETH NG O FTHSSACE July 2021 133457.F123454
Aseoum] hssl o 457 Accoun! sheel no 457
| m imvited 1 & meetng B  7ssassriziasa B 1z3a57.F1z3458
WHERE DO YOU WANT TG 68 7
Feimbursement reguesis B b ol
] and wiew the Bistory _ Accourd sheot no 458
eimbuns e requests B 7esizaFiz3asa =
— LY unit s
= |
A dala
Accound shest mo 4565 Account shael no 455
Wy insurance cericates | R B 133450 F123458

6)

7)

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

In the Account sheet view you can download the Detailed Account sheet PDF
file to see all the details of your reimbursement per each line of expense
(below left, above General Information)

8) You can additionally view your original reimbursement request by clicking

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

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

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

< Account sheets

X View request

X View request

@ Account sheet no 459

Download detailed PDF file DETAILS

ACCOUNT SHEETS DETAILS ACCOUNT SHEETS

General information General details November 2021

Account sheet no 459
B 122456 F12345n
Requested on 16/11/2021

Scan reference

123456 FT1234A

@ Finished

Request type Normal
Normal Sean ref O Total: 3,617.71 EUR
123456.F71234 = jed- 307506
Request date O Received: 3,075.06 EUR
16/11/2021
Staff currently serving or having served in a
Reimbursement type delegation (utside the E U}
Normal No

Request type

Ametnes Standard
Total

3,617.71 EUR

Received

3,075.06 EUR Expenses

09/10/2021
Toy Story
MRI/Scanner

Original request () Total: 52009.7 ZAR

Standard 09/10/2021
@ Requested on 16/11/2021 2 Toy Story
M Cinichod Lfboratory

8.5. Account sheets — Ask a Question

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

1) On the home page, select “Account sheets” to view your account sheets
2) Click on an account sheet to see the details of it
3) Click ask a question

4) The staff contact site opens.
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< Account sheets m European | Staff Contact

0] Account sheet no 111 EN@ )FR IM'

Download detailed PDF file

Back to Staff Matters

General information Reimbursement account sheet

Scan reference

1M1 F11111A

Subject’ Beneficiary concerned by your question*

Account sheets.
Request type
Normal Reference”
Request date MLFIMA
02/07/2021

Description®

Reimbursement type
Normal

Amounts

Total
944.98 EUR

Received

303.35 EUR

Original request
Standard

@ Requested on 02/07/2021

M Cinichod
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9. MISSIONS (MIPS)
9.1. View Missions

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

To view missions, select “My missions” from the home page.

Missions can be filtered by “Active” or “Closed” status.

February 2021

My missions

February 2021

n Luxembourg ’ Luxembourg
= =

From 15/2/2021 to 17/2/2021 From 15/2/2021 to 17/2/2021

PURPOSE010920200902 PURPOSEQ10920200902

@ Approved @ Approved
WHAT'S UP? Brussels Brussels
B3 From15/2/2021 to 15/2/2021 B From15/2/2021 10 15/2/2021
PURPOSE 310820201419 PURPOSE 310820201419

i | am going on mission
L Plan and manage mission details
9

@ Under validation

@ Under validation

WHERE DO YOU WANT TO GO ? Brussels Brussels
E From 15/2/2021 to 15/2/2021 E From 15/2/2021 to 15/2/2021
. purpose310820201103 T _—
My meetings
¥ view my meetings @ Under validation All
s My missions October 2020 Active
- ey and manage my missions
London Closed
E From 24/10/2020 to 27/10/2020
Test travel
Cancel

@ Under validation

9.2. View Mission details

To view the general details of a mission, select “My missions” from the home page
then select a mission from the list.

MILAN, BERGAMO

€< My missions <

February 2021 GEMERAL

October 2020

OM-20-200000804
London

5 From24/10/2020 10 27/10/2020 ® Draft
Test travel

@ Under validation @ MILAN, BERGAMO
& Normal mission

September 2020 20/07/2020 - 22/07/2020

Luxembourg Purpose
From 4/9/2020 to 4/9/2020
test Topic Coordinator of Evaluation (CSA) SC1-
HCC-06-2020
@ Draft
July 2020 Comments
Evaluation

Milan, Bergamo
B From 20/7/2020 t0 22/7/2020

Topic Coordinator of Evaluation (CSA)
SC1-HCC-06-2020

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

MILAN, BERGAMO MILAN, BERGAMO MILAN, BERGAMO

SCHEDULE EX EXPENSES DOCUMENTS

20/07/2020 Total expenses dummyS-pdf.png.pdf

547.75 { DF Reimbursement justificatio... H

BRUSSELS - MILAN

i Working place
42 2 meetings

This is the description

flowers jpe
© 06:00 - 09:00, 3h, by plane Brussels, Jul 20 Ja Other el
21/07/2020 Other costs
% rcam_pmo_10_ec.europa....
Access to waiting facilities 23 € Qther
MILAN - BERGAMO 9 rcam_pmo_10_ec.europa.eu.pdf
ﬁ Working place (VIP Lounge)
-'_‘ 1 meeting Comments: Long waiting time. uploadedby_pmo02.pdf
@ 18:00 - 21:00, 3h, by taxi & other B
uploadedby_pmo02
22/07/2020 Milan, Jul 20 - 21
BERGAMO - MILAN Daily allowances
fm  Transit
@ 19:00 - 20:00, 1h, by taxi Days

1.5833x98 € 155.16 €
MILAN - BRUSSELS

Arrival
© 21:00 - 23:00, 2h, by plane

Accommodation

9.3. View Mission meetings

To view meetings, follow the steps:
1) Select “My missions” from the home page.
2) Select the mission.
3) Select the “Schedule” tab.

4) Select the corresponding place.

< i missions < MIEAR: BERGAMO

February 2021 SCHEDULE  EXPENSES MENTS Milan

October 2020

20/07/2020 Exchange Programme DG JRC and ..
London 28 9 auito
B From 24/10/2020 10 27/10/2020 BRUSSELS - MILAN © 20/7/2020 03:00 - 18:00, Sh
Test travel * Working place
® Under validation # 2 meetings The 7th ECO-NET meeting
L [c] . 1
06:00 - 09:00, 3h, by plane 28 9 Hoel
® 21/7/2020 09:00 - 14:00, 5h
September 2020 21/07/2020
Luxembourg MILAN - BERGAMO
From 4/9/2020 to 4/9/2020 ﬁ Working place
test 22 1 meeting
®© Dratt @ 18:00 - 21:00, 3h, by taxi
22/07/2020
July 2020
BERGAMO - MILAN
Milan, Bergamo m  Transit
B3 From20/7/2020 10 22/7/2020 D 16,00 = 20:00. 1. By o

Topic Coordinator of Evaluation (CSA)

SC1-HCC-06-2020
MILAN - BRUSSELS

@ Draft * Arrival

© 21:00 - 23:00, 2h, by plane
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9.4.

Add mission documents

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

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

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

To add a document, follow the steps:

1)
2)

3)

4)

5)

6)
7)
8)

9)

Select “My missions” from the home page.
Select the mission.

Select the “Documents” tab.

Select the = action button.

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

When needed, update the file name.
Select the document type.
When needed, enter some description.

When applicable, check the “internal-only”! checkbox.

10) Press “Save”.

11) The App confirms that the document was added and add the document to the

list of available documents.

! For internal use only: The document can be consulted by the members of the visa chain only. By clicking yes, the
downloaded documents will not be visible by the PMO but only by the persons having access to your mission (mission
performer, hierarchical supervisor, authorising officer ...)
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< My missions

February 2021
H October 2020
- 0OM-20-200000804
ondon
PMO-MOBILE =53 From24/10/2020 10 27/10/2020 © Draft
Test travel
WHAT'S UP? @ Under validation 9 MILAN, BERGAMO

& Normal mission
@ 20/07/2020 - 22/07/2020

September 2020

= | 3@m going on mission
- Plan and manage mission detalls P
Luxembourg urpose
B froma/9/2020 10 41972020
WHERE DO YOU WANT TO GO 7 test L%%cngogégglator of Evaluation (CSA) 5C1-
@ Oraft
ﬁ My meetings
View my meetings July 2020 Comments
My mizsions . Evaluation
Y ¥
— Milan, Bergamo

View and manage my misslons

B8

From 20/7/2020 10 22/7/2020
Topic Coordinator of Evaluation (CSA)
SC1-HCC-06-2020

@ Oraft

MILAN, BERGAMO

dummyS-pdf.png.pdf
DF Reimbursement justificatio..
This is the description

flowers.jpeg
Other

rcam_pmo_10_ec.europa....
Other
rcam_pmo_10_ec.europa.eu.pdf

uploadedby_pmo02.pdf
Other
uploadedby_pma02

Upload a new docum...

+ UPLOAD FILE

Document details

File name*

3 SCAN DOCUMENT

Upload a new docum...

Attachment*

+ UPLOAD FILE & SCAN DOCUMENT

Document details

File name*

Enter file name

Document type*
Other

Description

Enter a description here

For internal use only

MILAN, BERGAMO

DOCUMENTS

160033803432152992525...
Note

dummyS-pdf.png.pdf
DF Reimbursement justificatio...
This is the description

flowers.jpeg
Other

16003380343215299252590965475818 jpg

Document type*
Note

Description

n here

For internal use only
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9.5. Remove mission documents

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

3) Select the “Documents” tab.

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

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

<  MILAN, BERGAMO €  MILAN, BERGAMO <  MILAN, BERGAMO

GENERAL SCHEDULE XPENSES DOCUMENTS GENERAL SCHEDULE EXPENSES DOCUMENTS

160033803432152992525...

160033803432152992525... 3 dummyS-pdf.png.pdf
Note 3 .

DF Reimbursement justificatio.

This is the description

dummyS-pdf.png.pdf

DF Reimbursement justificatio.. flowers.jpeg
This is the description Other
flowers.jpeg s B flowers jpeg

Other " Other

9.6. Edit mission documents

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

3) Select the “Documents” tab.

4) Click on the * jcon next to the document to edit and select “Edit”.

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

6) Press “Save”

7) The App updates the document metadata and confirms the operation.
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X Edit document UPDATE l

File name*

dummyS-pdf.png.pdf

MILAN, BERGAMO

MILAN, BERGAMO

% 160033803432152992525... ﬁ 160033803432152992525... 5 Document type*
Note I S

Note s DF Reimbursement justification pieces

Description
dummyS-pdf.png.pdf

% DF Reimbursement justificatio...
This is the description

This is the description

For internal use only

% flowers.jpeg
Other

9.7.  View mission documents
To view a document, follow the steps:
1) Select “My missions” from the home page.
2) Select the mission.
3) Select the “Documents” tab.
4) Select on the document to display.

5) The App opens the document in a preview window.

6) Close the preview window by clicking on the icon or on the BACK key.

<  MILAN, BERGAMO flowers.jpeg

DOCUMENTS

% 160033803432152992525...
Note

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

% flowers. jpeg
Other
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9.8. Go Green

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

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

1) Select “My missions” from the home page.
2) Go to Mission details.

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

4) Go to Mission Schedule.

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

¢  BRATISLAVA <  BRATISLAVA

GENERAL SCHEDULE EXPENSES DOCUMENTS GENERAL SCHEDULE EXPENSES DOCUMENTS

01/07/2021
OM-21-200001145
BRATISLAVA - BRUSSELS
Arrival

© 18:00 - 20:00, 2h, by plane

@ Under validation

@ BRATISLAVA
& Normal mission
30/06/2021 - 01/07/2021

€ 151.16Kg CO2, 969Km

30/06/2021

Purpose BRUSSELS - BRATISLAVA
Working place
Participation at Bratislava Researchers' Night E 22 2 meetings

© 07:00 - 09:00, 2h, by train

Comments L £ 23.16Kg CO2, 969Km ]

charged under the budget line MAD0O6 ex A06-
Thematic Coordination (Ispra/Brus)

Go Green

€ Carbon footprint; 174.32Kg CO2
@ Duration: 1d 13h, Travel time: 4h
- Distance: 1938Km, Steps: 2

9.9. Duplicate a mission
A mission can be duplicated in any status or type (OM, DF, DL).
1) Select “My missions” from the home page.
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2) System displays your list of missions.

3) Select a mission and click on the ' jcon.

4) Choose Duplicate from the list of possible actions.

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

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

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

& BRATISLAVA

&< My missions All BRATISLAVA DUPLICATE

et GENERAL SCHEDULE EXPENSES DOCUMENTS

Details

Bratislava

Fram 30/6/2021 10 1/7/2021 Departure date * 5 "
Participation at Bratislava T 25/02/2021 0M-21-200001207
R hers' Night i

s Job* /' DraftoM

() nsilisich. -1000004 - DIGIT.B.4.003 (COM)

@ BRATISLAVA
Aprll 2021 & Normal mission
& 25/02/2021 - 26/02/2021

Bratislava
e From 7/4/2021 10 8/4/2021
Particpation at Bratislava v Purpose
Researchers' Ninht
/ D ( Duplicate 1 Participation at Bratislava Researchers' Night
February 2021 Delete L Comments
Malmo charged under the budget line MAODO6 ex ADG-
From 24/2/2021 1o 24/2/2021 Thematic Coordination (Ispra/Brus)
Metnber states meeting Hil
@ rpproved Go Green

§ Carbon footprint; 174.32Kg CO2
© Duration: 1d 13h, Travel time: 4h
< Distance: 1938Km, Steps: 2

9.10. Withdraw a mission
You can only withdraw a mission that has been previously approved.
1) Select “My missions” from the home page.

2) System displays your list of missions.

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

4) Choose Withdraw from the list of possible actions — if Withdraw option does
not appear, your mission is not in the correct status (Approved).

5) System asks your confirmation.
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6) If youclick Yes, system shows a confirmation of the withdrawal and changes
the status of the mission to Draft (DF)/Cancelled.

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

Withdraw mission
Are you sure you want to

withdraw this mission?

CANCEL

Withdraw

Duplicate

9.11. Delete a mission
1) Select “My missions” from the home page.

2) System displays your list of missions.

3) Select a mission and click on the ¥ jcon.

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

5) System asks your confirmation.

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

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

Are you sure you want to delete

; this mission?
Duplicate

YES CANCEL

47



10. MEETINGS (AGM)

10.1. View meeting list

You may view the list of meetings you have been invited to by selecting “My

meetings” on the home page.

For each meeting, the App displays the title, start and end dates, address (venue),
country, meeting status and whether the meeting has been accepted, rejected or

pending decision.

PMOMobile

WHAT'S UP?

| am invited to a meeting
Accept, participate and submit meeting

Bipenses

WHERE DO YOU WANT TO GO 7

E My meetings

Wiew my meetings

&

My meetings Active

December 2020

PMO MOBILE TEST 2020-12-03 ..,
17/12/2020 + 19/12/2020
@ VIDEOCONFEREMCE

& Invitations sent

LB

PMO MOEBILE TEST MULTI DATE
10/12/2020 * 13/12/2020
@ Centro Cultural de Belem = LISBOMN,,

(& Delegations validated

©00e

PMO MOBILE TEST 2020-12-02 ..
09/12/2020

@ VIDEOCONFERENCE

© Delegations validated

Accepted
PMO MOBILE TEST 2020-12-03 ..

08/12/2020

& WINFNCNMNEFRFNCE

You may view all meetings or only the active or closed meetings. To do so, select the

filter option as follows:
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My meetings

December 2020

PMO MOBILE TEST 2020-12-03 ...
17/12/2020 ¥ 19/12/2020

@ VIDEOCOMFERENCE

@ Invitations sent

00

17712 182 1912

PMO MOBILE TEST MULT| DATE
10/12/2020 * 13/12/2020

@ Centro Cultural de Belém = LISBON,..

@ Delegations validated

© 0 0e

10/12 11742 1212 1312

PMO MOBILE TEST 2020-12-02 ...
09/12/2020

@ VIDEOCONFERENCE

& Delegations validated

Accepted

Closed

PMO MOBILE TEST 2020-12-03 ..
08/12/2020 All
@ VINEACANFERENCE

10.2. View meeting details

You may view the details of a meetings by selecting the meeting from the meetings
list. The PMO Mobile App displays the following details:

— The meeting status, meeting title, start and end dates, address (venue) and country,

— The invitation attachments. To view/download an attachment, click on the
attachment.

— The invitation content.
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< My meetings

December 2020

Active

PMO MOBILE TEST 2020-12-03 ...
17/12/2020 # 19/12/2020
@ VIDEQCONFERENCE

& Invitations sent

000

PMO MOBILE TEST MULTI DATE
10/12/2020 = 13/12/2020
@ Centro Cultural de Belém « LISBOMN,

& Delegations validated

L LB 5.

PMO MOBILE TEST 2020-12-02 ..
09/12/2020

@ VIDEQOCOMFEREMCE

& Delegations validated

Accepled

PMO MOBILE TEST 2020-12-03 ..
08/12/2020

& VIRFOCNNFFREMTE

< PMO MOBILE TEST 2020-12...

DETAILS

PMO MOBILE TEST 2020-12-
03 M2

a nvitations sent

17/12/2020 = 19/12/2020
2 DIGIT MG CHIRICR
¥ VIDEOCOMFERENCE

Invitation
© 9 0 chage

(Y  dummy_4.pdf h
Dear participants,

With an area of 505,990 km2 (195,360 sq mi),
Spain is the largest country in Southern

Select the “Participants” tab to view the participants list, under the same member, and
dates for which they accepted/rejected the meeting.

Select the “Correspondents” tab to view the list of correspondents and watchers, under

the same member.
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<  PMO MOBILE TEST 2020-12... PMO MOBILE TEST 2020-12...

PARTICIPANTS CORRESPONDENTS

2 LEZ:?E, i & CHIRIAC Cristian
@ 0 o
: & BORGUET Renaud WATCHER

10.3. Accept/Reject meeting invitation

When receiving for the first time an invitation to a meeting, you must activate your
profile in the AGM front-office application. This can only be done on the desktop
application, not on PMO Mobile.

Desktop application link: https://webgate.ec.europa.eu/tools/agm/fo

Missing profile data
Complete your personal data under yoyr Profile details fo get access to the meeting ver

Meetings

STATE YEAR

m Closed @ all 2021 pliviim 2019 | 2018 @ 2017

No items to display
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https://webgate.ec.europa.eu/tools/agm/fo

Once the profile details are completed, meetings to which you were invited are
displayed in PMO Mobile and can be accepted or declined from the meeting details

page.
To accept/reject a meeting in PMO Mobile, follow the steps:

(1) Select “My meetings” from the home page.

(2) Select the meeting from the list of meetings.

3) In the “Details” tab and click on the “Change” link.

(4) The App displays either the one-day or the multi-days meeting invitation

(5) Select accept/decline. In multi-days meetings, if you accepted the meeting,
you may select the days you are going to attend.

(6) Press “Save”.

One-day meeting invitation:

DETAILS

Accept / decline invitation

PMO MOBILE TEST 2020-12- [ Accept Decline ]
03 M1

@ ODelegations validated

(3 o08/12/2020
22 DIGIT MG CHIRICR
¥ VIDEOCONFERENCE

Invitaki
Il =
3y  dummy_3.pdf th

Dear participants,

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor

Multi-day meeting invitation:
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< PMO MOBILE TEST 2020-12...

DETAILS

PMO MOBILE TEST 2020-12-
03 M2

17/12/2020 = 19/12/2020
2 DIGIT MG CHIRICR
9 VIDEOCONFEREMCE

Invitation
e 00

Y  dummy_4.pdf th

Dear participants,

With an area of 505,990 km2 (195,360 sq mi),
Spain is the largest country in Southern
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Accept / decline invitation

[ Accept Decline ]

Select the dates
™
Dec 17,2020 O
Dec 18, 2020
Dec 19, 2020
—




11. TROUBLESHOOTING

11.1.

Client Failure Limit Exceeded
Problem:

When loading PMO Mobile, iPhones upgraded to iOS version 14 may enter a
loop between EU Login and PMO Mobile (screen switching back and forth
between both screens). After a while, EU Login will stop and show a message
like “Client Failure Limit Exceeded”.

Solution:

You go to iPhone's settings for Safari, then scroll down to find the “Prevent
Cross-Site Tracking” option. If this is setting is set to ON (as in the screenshot
below), switch it to OFF.

No SIM =

Downloads

Show Icons in Tabs
Open Links

Close Tabs

Prevent Cross-Site Tracking Switch to OFF

Block All Cookies

Fraudulent Website Warning

Check for Apple Pay

54



	1. Common features
	1.1. What is PMO Mobile?
	1.2. Requirements
	1.3. Access to PMO Mobile
	1.4. Access to PMO Mobile from OnTheGo
	1.5. Home page
	1.6. Context menu and the slide action
	1.7. Warning save popup
	1.8. View App details and confidentiality statement
	1.9. Change language
	1.10. Log out
	1.11. User journeys

	2. Notifications
	2.1. Visualizing a notification

	3. Insurance cards (JSIS)
	3.1. View Insurance Cards

	4. Insurance certificates (JSIS)
	4.1. View Insurance Certificates
	4.2. Request Insurance Certificates

	5. Direct billings (JSIS)
	5.1. View direct billings
	5.2. Direct billings - Ask a question
	5.3. Create a new direct billing
	5.4. Adding supplementary required information in a Direct billing

	6. Accident declarations (JSIS)
	6.1. View Accident Declarations
	6.2. Accident declarations – Ask a question
	6.3. Create new accident declaration

	7. Medical absences (JSIS)
	7.1. View Medical Absences
	7.2. Declare Medical Absence

	8. Reimbursement requests (JSIS)
	8.1. View reimbursement requests
	8.1. Reimbursement Requests – Ask a Question
	8.2. Create a new reimbursement request
	8.3. Duplicate Reimbursement request
	8.4. View account sheets
	8.5. Account sheets – Ask a Question

	9. Missions (MIPS)
	9.1. View Missions
	9.2. View Mission details
	9.3. View Mission meetings
	9.4. Add mission documents
	9.5. Remove mission documents
	9.6. Edit mission documents
	9.7. View mission documents
	9.8. Go Green
	9.9. Duplicate a mission
	9.10. Withdraw a mission
	9.11. Delete a mission

	10. Meetings (AGM)
	10.1. View meeting list
	10.2. View meeting details
	10.3. Accept/Reject meeting invitation

	11. Troubleshooting
	11.1. Client Failure Limit Exceeded


