UNJSPF

How to upload documents/forms 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 Upload a Document/Form.
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Step 4: Click on “Upload Document”.

Home » Upload a Document/Form to the Fund
How to upload documents
You have two options to upload documents inside your MSS portal:

1. If you have already submitted a query to the Fund through the official contact channels and a
related case is open under My Queries in your MSS portal, you can upload documents directly to
that open ticket.

Please use this option only if the document relates to the existing case.

2. If your document is not related to an open case, you may upload it using the Upload Document
function by clicking the blue Upload Document button on the right-hand side of this page.

More information about how documents can be submitted to the Fund is available on our website ungér
Contact Us > Submit documents. In case you encounter any issues uploading documents in MSS, please
contact us.

Step 5: Click on “Add”.
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Step 6: A pop-up box will appear. Click on “Upload” to select the document you wish to upload
and then select the Document type from the drop-down menu.
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Step 7: Double check that you have uploaded the correct document (the name of the document
you uploaded will appear on the left) and you have selected the correct document type. Click on
"Add"'
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Step 8: Your uploaded document will appear in the list. Click “Add” to upload more, or use the
Actions column to edit or delete files. When finished, click “Submit”.
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Step 9: The following confirmation screen will appear, indicating that your document(s) have
been received by the Fund.
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