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How to submit benefit election and payment instruction in 
Member Self-Service 

 
Step 1: Access the MSS landing page at: https://member.unjspf.org/ 
 
Step 2: Log in MSS. 
 
Step 3: Click on Online submission of benefit election and payment instruction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://member.unjspf.org/
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Step 4: A new window will pop. Click again on Online Submission of Benefit Election and 
Payment Instruction. 
 
 
\ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Select a Separation Date within the next three months. 
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Step 6: Read the instructions and click on “Start Election” 
 

 
 
 
Step 7: Click on “Edit Address”. 
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Step 8: Complete the “Official Mailing Address” fields with your mailing address. 
 

 
 
 
Step 9: Complete the “Emergency” fields if you wish to provide an emergency address. This is 
optional. 
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Step 10: Click on “Save” when you are done. 
 

 
 
 
Step 11: Double check that your mailing address is correct. If you wish to change it, click on 
“Edit Address”. If it’s all correct, click on “Click here to continue”. 
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Step 12: You will be asked to make a choice between delaying your benefit decision for up to 36 
months or submitting your benefit election. Click on the option you wish to make.  
 
The steps from this point onwards in the process will be different depending on what you 
selected.  
 
Please continue reading if you selected I want to delay my decision for up to 36 months.  
Skip to Page 10 if you clicked on I am ready to submit my election. 
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1. DELAYING DECISION 
 
Step 13: You will see a list of required documents. Click on “Choose File” and then “Upload”. 
 

 
 
 
Step 14: Once you upload your document, select the Description on the drop-down list. 
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Step 15: Once you are done uploading the documents, click on “Next”. 
 

 
 
 
Step 16: Review your demographic information and click on “Next”. 
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Step 17: Review the information, check the Attestation box and click on “Click here to confirm 
and submit”. 
 

 
 
 
Step 18: The following confirmation screen will appear. You have completed the process. 
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2. SUBMITTING YOUR BENEFIT ELECTION 
 
Step 13: After clicking on I am ready to submit my election, you will see a pension estimate 
showing you the benefit options available to you, so you can make an informed decision. After 
reviewing the estimate, click on “Next”. 
 
 

 
 
 
If you select a Withdrawal Settlement, continue reading. 
If you select an Early or Full retirement, go to Page 18. 
If you select a Deferred retirement, go to Page 25. 
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2.1 Withdrawal Settlement 
 
Step 14: Click on “Next” again. 
 

 
 
 
Step 15: Check the Withdrawal Settlement box and then click on “Next”. 
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Step 16: Select Currency of payment. 
 

 
 
 
Step 17: Select the Country where payment is to be made. 
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Step 18: Add your bank details. 
 

 
 
 
Step 19: Once you are done, click on Verify PI and then click on "Next" 
 

.  
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Step 20: Enter any additional bank information. If the payment is to be done to an account in the 
United States, also select Account Type. Click on “Next”. 
 

 
 
 
Step 21: You will see a list of required documents. Click on “Choose File” and then “Upload”. 
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Step 22: Once you upload your documents, select the Description on the drop-down list. 
 

 
 
Step 23: Once you are done, click on “Next”. 
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Step 24: Review your demographic information and click on “Next”. 
 

 
 
 
Step 25: Review the information, check the Attestation box and click on “Click here to confirm 
and submit”. 
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Step 26: The following confirmation screen will appear. You have completed the process. 
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2.2 Early or Normal Retirement 
 
Step 14: If you are electing a Normal Retirement or Early Retirement, there is the option to adjust 
your estimate by entering either a fixed lump sum amount or monthly pension amount. If you 
wish to do so, enter your preferences in the designated fields. 
 

 
 
 
Step 15: Select your benefit option and then click on “Next”. 
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Step 16: Select Currency of payment. 
 

 
 
 
Step 17: Select the Country where payment is to be made. 
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Step 18: Add your bank details. 
 

 
 
Step 19: Once you are done, click on Verify PI and then click on Next. 
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Step 20: Enter any additional bank information. If the payment is to be done to an account in the 
United States, also select Account Type. Click on “Next”. 
 

 
 
 
Step 21: If you selected to also be paid a lump sum, you will also need to provide banking 
instructions for where you want to receive your lump sum. If the account is the same one you 
entered for your regular benefit, just check the box “Apply the same instruction for Lumpsum”. 
Otherwise, add the banking details (follow the same steps as above). 
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Step 22: You will see a list of required documents. Click on “Choose File” and then “Upload”. 
 

 
 
 
Step 23: Once you upload your documents, select the Description on the drop-down list. 
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Step 24: Once you are done, click on “Next”. 
 

 
 
Step 25: Review your demographic information and click on “Next”. 
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Step 26: Review the information, check the Attestation box and click on “Click here to confirm 
and submit”. 
 

 
 
 
Step 27: The following confirmation screen will appear. You have completed the process. 
 

 
 
 
 
 
 



 

 25 

2.3 Deferred Retirement 
 
Step 14: Select your Deferred Retirement Benefit and then click on “Next”. 
 

 
 
 
Step 15: You will see a list of required documents. Click on “Choose File” and then “Upload”. 
 

 
 
 
 
 



 

 26 

Step 16: Once you upload your documents, select the Description on the drop-down list. 
 

 
 
 
Step 17: Once you are done, click on “Next”. 
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Step 18: Review your demographic information and click on “Next”. 
 

 
 
 
Step 19: Review the information, check the Attestation box and click on “Click here to confirm 
and submit”. 
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Step 20: The following confirmation screen will appear. You have completed the process. 
 

 
 


