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1. INTRODUCTION

This is a step-by-step guide on how to upload official forms and other

documents inside Member Self-Service (MSS), under the MSS DOCUMENT

UPLOAD tab.

Please note the following pre-requisites to successfully complete the

document upload process:

« You must have registered for access to your MSS (see guidance below).

« Before starting the document upload process, you must have printed,
completed, dated and hand signed the official UNJSPF form(s) [or other
hand signed document(s)] you wish to submit to the Fund electronically
via the MSS Document Upload feature (the Fund does NOT accept
electronic signatures).

« You must then have scanned the form(s) and/or document(s) in question
and created a PDF/JPG/JPEG file for each document you wish to upload.

« You must have stored these electronic documents in an electronic file you
can access during the document upload process.



2. STEP-BY-STEP GUIDE

‘ To Register for MSS Access:

Please click on the following link to access a step by step guide on how to
register for MSS access: https:/www.unjspf.org/how-to-register-for-mss-
tutorial/; to register for MSS access, please visit the MSS webpage via the
following link: https:/www.unjspf.org/member-self-service/.

e To Log into your MSS Account (once you have registered):

1.  Click the following link to access the MSS Login page:
https://member.unjspf.org/v3prod/app?service=page/
MemberPages:MemberLogin

2. Enter your MSS USER NAME (1) and PASSWORD (2), then click on LOG IN
(3). You will be taken to the MSS Home Page.

UNJSPF Secure Login

Enter User Name

User Name

e Password
m Click Log In after you've entered
User Name and password

Register | Forgot User Name | Forgot Password




Onceyouareonthe MSS Home Page, clickonthe MSS DOCUMENT UPLOAD
tab (1) in the menu on the left. This will take you inside the MSS Document
Upload tab. Carefully read the detailed instructions on how to submit official

UNJSPF forms and supporting documentation to the Fund electronically by
using this MSS feature (2). Then, click on UPLOAD DOCUMENT (3). This will

take you to the next page where you can upload documents.
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Menu

Home

Disbursements
Documents

E-Forms

Proof Documents
Personal Information
Validation Request (Article 23)
Restoration [Article 24)
Emergency Fund
Transfer-ln Request
Estimate

MS5 Decument Upload

Help

Click "MSS Document
Upload” Tab
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Click "Send Message" to Wealcome 11/30/2020

upload your forms and
supporting documents

IMPORTANT: Read the information
below to understand the new M35
Upload Functionality and how to

effectively submit your forms to the
Fund

: antalign te the Fund glechionically by uploading dacuments inside this MSS tab. In thal case you de
ot nesd Io send original documents wnigss otherwise instrucied by he Funa.”

Dischaimer:
Use of M55 Document Upload is subject 1o acceptance of the Lnses marees oo 50 Pens #'3 Privacy F and the Merser Sl Serves Terma of Servce Uise 0f MSS Document
Upload signifies agreement to the terms and condifions stated therein.

Important Note:Da NOT use this MSS Document Upload feature for submission of gueries 1o the Fund, Quanes £ red answerseq
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M55 Document Upload Guidelines:
Flease read the following instructions carefully fo ensure the successiul use of this new MES Document Upload feature

All official UNJSPF forms will have 10 bé downloaded, printed, dated and signed by you.

All information that you provide must be true and complete.

Nate that Mhere is no two-Tactor authentication through this process

By submitting UNJSPF farms elecironically through MSS, you confirm that the signature on the form s your onginal signature

Any official UNJSFF form thal includes a requirement for authenticabion of your signature by a UN or government official or notary pubdic, must be complaied as
instructed. Please refed to the Fund's website for Quidance on signature authenticalion’ hiips. e unisel ora/suthentication-of-san alures-and-docs!.

Eefore you can upload your documents you have 1o creale a JPEG of POF file of the completed gocument, which you must tNen Save on your computer of device so that
wOu can then upload the document to MSS via this feature.

All documents must be uploaded in either JPEG or PDF format: no other file types are accentabla.

Dacuments must be uploaded ona by one as individual files (do NOT include several documents in the same PDF or JPEG file)

Documents are best uploaded using current versions of Google Chromae, Mozilla Firefox, Internet Explorer (IE) and Microsoft Edge browsers. We do NOT
recommend the use of Apple Safari {for MAC systems) browser, as these can cause uploading issues and fallure.,



You are now on the page where you can upload your document(s). Click on
BROWSE to select the form/document you wish to upload to the Fund (1).
Note that each document you upload should be contained in a separate
PDF/JPG/JPEG file. Please do not include several documents in one file.
Then click on UPLOAD (2).
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Disbursements Files o 6

Documents

E-Forms Select File: Browse... Upload Delete

Proof Documents

Personal Information
Validation Request (Article 23)
Restoration (Article 24)
Transferdn Request

Click on UPLOAD after
clicking on BROWSE and

Click on BROWSE and

Estimate select form / supporting then select document
::ﬁ‘u;:.nt that you wizh to Description from drop down
Help



Once you have clicked UPLOAD, you will see the selected document appear
inside a box that indicates "File Name" and document “"Description”. Click
on the drop down menu under DESCRIPTION to select the applicable form
type from the menu; this is a required step for each document you have
uploaded so that it is clear what kind of document you are submitting to
the Fund.
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Welcome 08/03/12021

/" If you wish to UPLOAD
more than one document,
you can repeat the
BROWSE (select
document) then UPLOAD
process and then select
document type from the
description BOX

Menu Click on the
Description BOX to
select the Form type

you wish to upload

Home

Disbursements

Documents

E-Forms Select File: |C:'|.Users1. “ Browse. .. | Upload Delete

Proof Documents

Personal Information O File Name

Validation Request (Article 23) 0O Document pal ; =]

Restoration (Article 24)
Transfer-in Request
Estimate Send Discard

MS5S Document Upload

Help

PDF form has been UPLOADED




For the document DESCRIPTION, select the document description that
best describes your document. If no description fits your document, please
select "Other”. If you wish to upload more than one document, repeat the
process described under points 4.-6., i.e. again click on BROWSE then select
the additional document you wish to upload and then click on UPLOAD, etc.
Note: you can upload a max. of 5 documents per one submission. Should
you wish to upload more than 5 documents, you will have to complete one
submission by following the next steps and then starting the upload process
for a new submission.
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Welcome = 08/03/2021
Uplocad Document(s)
Menu
Hma Subiect Document Submission ~
Disbursements Files
Documents
E-Forms Select File: | C\Usen Browse.. Upload Delete
Proof Documents
Parsonal Information - Flle: Name Description
Validation Request (Article 23) ] Document pal
Restoration (Article 24) PF23 - Pl or Address Change ~
PF23M - Change of Acdress (only)
Transfer-in Request SIGHN - Signature
Estimate Send Discard PIEZ - Pl for Survivors and Disability

PIEG - Pi for C5 < 5 years
FIES - Pl re-employment after retinement
Help PIPF234 - Pl - Deterred Benefit
— —— PIFFZ3B - Pl - Child into Payment (after eany retirement)

A2 - Designation of Beneficiary
Select the FORM and Supporting g: - !éle'cglon '|lo ;an(:ane
- ion to Restore
ﬁ:fll:ﬂ::tn-‘:;‘;ﬁ ;::;: ‘MhE.g{rp bl E10 - Resiklence - Address Declaration
POR - Proofl of Residence (2-track)
E11 - Residence - Change of Address Uipdate
CE - Certificate of Entitlement

MARRIAGE - Marriage / Divorce

Divorce Proof

1D - Identification Docs (Passporis, DL, National 1D, elc.)
BIRTH - Birth relatea

BAMEK - Bank Related

DEATH - Dealh related

GUARDIAN - Guardianship

KMEDCERT - Medical Cerlificate

Mensndent Neath Dront




Once you have uploaded your document(s) (up to a max. of 5 documents
per submission!) (1), click on SENT (2). By clicking SENT you will submit the
uploaded document(s) to the Fund. This is the last step in the document
submission process.
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Confirmation of Message Transmission: once you have clicked SENT and
if your submission was successful, you will see an alert message appear
in a green box, advising that you "Message was sent successfully”. Please
keep your eyes on the screen after having hit SENT, so that you will see this
message once it pops up; it will remain visible for approx. 15 seconds, then

disappear.
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Welcome 12/03/2021

Message was sent successfully. |

Inbox

When forms have been
successfully uploaded, the above
message will appear,

Upload Document Oustbox

You can now submit official UNJSPF forms and supporting decumentation to the Fund alecironically by uploading documents inside this MSS tab. In that case you do
not nged to send original documents unless othenwise instructed by the Fund

Disclaimer;
Use of MSS Document Upload is subject to acceptance of the United Hations Jeint $1841 Pension Fund's Privacy Poicy and the Member Self-Sarvice Terms of Service, Use of
M35 Document Upload signifies agreement to the terms and conditions stated therein

Important Note: You cannot submit pension queries via this feature. ANl queries must be submitted via the established channets as provided on the Fund's website
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M55 Document Upload Guidelines:
Please raad the following instructions carefully to ensura the successiul use of this new MSS Document Upload feature

= Al official UNJSPF forms will have to be downloaded, printed, dated and signed by you in ink before transforming them inlo a format that allows for uploading. The Fund
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How to check whether a document submission was successful and check
which document(s) you submitted to the Fund: to check, click on OUTBOX
inside the MSS DOCUMENT UPLOAD tab. This will take you to the outbox

of this feature.
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M55 Document Upload Guidelines:
Please read the following instructions. carefully to ensure the successful use of this new MSS Document Upload featurs

= Al official UNJSPF forms will have to be downloaded, printed, dated and signed by you in ink before transforming them into a format that allows for uploading. The Fund
does not accept forms with electronic signatures.
= Al information that you provide must be true and complete
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Inside the OUTBOX you will see a line for each successful document
submission you made inside this MSS feature, including the submission
date. To see the details for each submission, i.e. each document included
in the submission, click on the message line concerned and it will take you
‘inside’ the message details. If you do not see your document submission
on this page, then your submission was not successful, and you will have to
recommence the document submission process as described under points

4.-7. above.
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Menu .
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MSS Document Upload

Help
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Document Submission
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details and the attached forms click

on the message.
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The details for each submission include the file name(s) and description
for each file included in the submission. You can open each attachment
by clicking on the file name; however, you cannot remove or delete the
document, nor can you change the Description. Click on the BACK button

to return to the Outbox summary view.
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