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1 INTRODUCTION

Below you will find the user instructions for XperSuite, Capability's absence tracking system.
XpertSuite (XS for short) is a useendly, efficient and privacproof absence system. XS is easy to
use, reliable and clear. It is easy to create absencertgfgtatistics In addition, it has extensive
features and tools.

This manual describes the functionality you need to do the absence foltoaf your employees.
Please also visit our website. Here you will find more information about the use of XpertSuit
9 Instructional videos
1 Webinarg useof the system (in dtch)
1 This manual
1 The link to the frequently asked questions (FAQ)

If you have any questions or experience any problems with XS, please contact our 1st line helpdesk.
You can reach us via:

1 Byphone: 0880450100

1 Email: xshelpdesk@capability.nl

Good to know!

If your organization usesiaterfacebetween your HRSystem and Capability, you will have to do
your absence notifications (sick, recovered, pregnancy notificafionyour HRystem.Also, f isnot
possible to add employees.

If you are insured by Aegon, you need to make sure that your employee file is registered in the
Aegon portal. Your absence notifications should also be done in the Aegon portal.
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2 LOGGING INTO XS

To log in to XS, open an internet browser (Google Chrome, Safari, Internet Explorer, Microsoft Edge
etc.). You can log into XS via the link https://login.xpertsuite.nl/Account/LogOn

Once you have successfully logged in, you will be taken to the "Stget Piehe start page offers,
among other things, an overview of messages, trajectories, actions you can perform and tasks to be
completed.

2.1 LOGIN PROCESS

Below you will seehe login screen for XS.

XpertSuite

In the centerof the screen, you can enter your username and password (together known as
logincredentials).

After entering your validated login credentials, the next step is to set up the mandataigt@
authentication (2FA). The 2FA is a process for better sgafrpersonal data where you can choose
from several options: an SMS code, a yubikey (USB) code or an authentication app.

2FA consists of two elements and always includes a login with login credentials, followed by 1 (or
more) choices from three availabbptions. These are described in the following sections:

1 SMS verificatie code
1 YubiKeycode

1 Een athenticator app
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2.2 39VSCODE

When you choose to register a mobile phone number as a 2FA method, you can enter your cell
phone number in the screen as shown below. The SMS code will consist of letters and nomipers
(no capital letters).

Een betere beveiliging voor vertrouwelijke gegevens

U dient voor uw account een tweede authenticatiestap in te stellen. Hiervoor zijn verschillende mogelijkheden. Er dient minstens 1 optie
gekozen te worden, maar meer mag ook. Voor meer uitleg over de mogelijkheden klikt u hier.

Als u een optie niet wilt gebruiken, dan kunt u klikken op 'overslaan’. We raden aan de opties die mogelijk zijn in te stellen, zodat de
toegang tot het account nooit een probleem zal zijn.

Hieronder kan het mobiele telefoonnummer voor de SMS-code worden opgegeven. Voor het ontvangen van SMS-codes worden géén
kosten berekend

Mobiel telefoonnummer

Uitleg

Overslaan

Thetranslation of this screen is &sllows

You need to set a second authentication step here

At least one option should be selected but more is also allowed, for more explanation of these
options click here. If you don't want to use an option click on skip. We recommend thahgose

the options that are possible so that you always have login possibilities. Below you can enter your
mobile phone number so you can receive SMS codes.

dick on the button¥end SMS confirmatidfBEVESTIGB$ SMS VERSTUREN)

2.3 YUBIKEY

The second 2FA methodailable is the Yubikey (a type of USB stick) code. lflgmothavea
Yubikey pleaseskip this step. In the image below you can see the Skip button marked with red.

Een betere baveiliging voor vertrouwelijke gegevens

U dient voor uw account een tweede authenticatiestap in te stellen. Hiervoor zijn verschillende mogelijkheden. Er dient minstens 1 optie
gekozen te worden, maar meer mag ook. Voor meer uitleg over de mogelijkheden klilkt u hier.

Als u een optie niet wilt gebruiken, dan kunt u klikken op ‘overslaan’. We raden aan de opties die mogelijk zijn in te stellen, zodat de
toegang tot het account nooit een probleem zal zijn.

Hieronder kan de Yubikey gekoppeld worden. Voer de Yubikey in een USB-poort op deze computer in, zet de cursor in onderstaand veld
en klik op de knop op de Yubikey.

Code

Uitleg

Overslaan

If you have a YubiKey, you will be asked to connect it to a USB port on your computer during
authentication. Then, place the mouse cursor in the Yubikey code screen and briefly press the
Yubikey USB. The field will automatically complete the YubiKey cadina 2FA authentication will
be completed.
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2.4 2-FACTOR ABHENTICATHEPPON YOURSMART PHONE

The third and final 2FA option is Anithenticaor app. Anauthentication app generates a ostiene
code ("token") that you can enter manually in ydogin screen. Authentication apps can be
installed on any device that supports apps, ranging from phones to tablets and more. A list of
authentication apps can be found at the end of this chapter.

When you use the chosen app to scan a supfaode during the initial login, the oftene
password generator for XS is added into the app.

Note that the screen below is an example of a QR code.

Een betere beveiliging voor vertrouwelijke gegevens

U dient voor uw account een tweede authenticatiestap in te stellen, Hiervoor zijn verschillende mogelijkheden. Er dient minstens 1 optie
gekozen te worden, maar meer mag ook. Voor meer uitleg over de mogelijkheden klikt u hier

Als u een optie niet wilt gebrulken, dan kunt u klikken op ‘overslaan’. We raden aan de opties die mogelijk zijn in te stellen, zodat de
toegang tot het account nooit een probleem zal zijn

Hieronder kan de authenticatie-app gekoppeld worden. Voor meer uitleg hierover klikt u hier

QR-Code
-
: 473
L - . o
[
-
"
- -
-
13
.-
1
p— -
n s
— e ] ™ -'. IJ
Geheime sleutel 5XS0 EKKD UJJT LW3M
Token

Overslaan
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Scan barcode Scan barcode

XpertSuite

487 034

John

Authenticatie Code

487034

B  Scanbarcode

#  Manual entry

You only need to scan the barcode at the first login setting. Then you need to open the chosen
authentication app and you can enter the XS code shown aswelo

A list of commonly used authentication apps is shown below:

_ GETITON # Download on the
Google Authenticator b Google Play . App Store
GETITON 7 Download on th
Microsoft Authenticator » Google Play . AOE)nF;aSEE)ré
GETITON # Download on the

Authy » Google Play | @8 App Store
» GET IT ON # Download on the
Google Play | @8 App Store

FreeQTP
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2.5 BACKUP CODE
Once you have set up your authentication options you will see a backup code on your screen. This
code carreplace your specified 2FA method if you do not have your phone or YubiKey. The image

below shows an example of a backup code.

Byclicking'Btuur een SI8 met debackupcodeyou canserd a text mesage with the code to your

mobile phone.

U bent succesvel ingelogd

Mocht uin de toskomse geen SMS ontvangen, beyvoorbesld amdat u geen bereik heeft of uw mobiele telefoon vergeten bent, dan kunt w
inleggen met uw éénmalige back-upcode in plaats van de SMS verificatiecode. U kunt de onderstaande back-upcode opschripven en bewaren

of, wat veiliger is, mu direct per SMS naar uw telefoon laten verzenden.

Back-upcode 0756 6539
Stuur een SMS mer de back-upcode

Dt gaan
2.6 FORGOTTEN USER NAME OR PASSWORD
If you have forgotten your username or password, you can retrieve it from the login page.

Goto the login page athttps://login.xpertsuite.nl/Account/LogOand clickon Yhloggegevens

vergetenZ®Iforget yourlogin credentials?)

Inlognaam

Wachtwoord

Inloggegevens vergeten?

The following screen displays

[
Inloggegevens vergeten?

Indien u uw inlognaam of wachtwoord niet meer weet kunt u deze laten mailen.
Blijft inloggen niet mogelijk neem dan contact op met uw beheerder.

ANMNULEREN INLOGNAAM OPVRAGEN WACHTWOORD AANVRAGEN
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After you click on REQUEST MOCAME(INLOGNAAM OPVRAGENRBQUEST PASSWORD
(WAGHTWOORD OPVRAGEN] you filled in the required informen into the next screen, the
requesteddetails willbe ser to you

10
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3 HOMEPAGE

The button in XS leads you to the home screen. In the next chapter, we cover some of the things you
can find on the homeage.

The home page shovtBe options you can perform in XS.

€D capability
Goedemorgen Mevr Tester Training Berichten & Acties
o H
[+] ] v
WSt ALLE BERICHTEN i Herstetd
Taken &
B o v ® ) =
Nu witvosren N Opdiacht toevoegen ajecten aken
UITGEBREID Z0EKEN Hutt, ). de o °
Opdracht Plan van aanpak opstellen door Casemanager
la 9 4 -V -t
Laatst bezocht Metitie toevoegen Overige trajecten nemer toevoet
NAAR TAKEN
# sidious. D
o Trajecten verzuim @23 e
& andor ¢
¥ Verhei M fous, D
§ Hutt J de
# Detest S
... de
k alker,
Gemiddeld verzuim afdelingen
id
0,
79.82% '
NAARTRAJECTEN
Trajecten zwang
t, 1 de
e =g
= Instelingsn
NAARTRAJECTEN
@ Inidapoen
O uit

On the left side of the screen, you will find the memptions. In the rest of the screen, you will find
allkind OF OPTIONsSich as the ability to search for records, the last viewed employees, messages
from the absence manager, tasks that are open for you, actions that you can perform and all the
trajectories that are currently in place within your organization. It also shows the percentage of
average absence departments.

3.1 BROWSINBGHROUGH XS

When navigating in XS, it is important that you only use the buttons in the XS stineemeans
that the browser buttons do not provide valid actions (élge button to go back in the browser)

11
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You can click th? Home button to return to the tome screen or the buttofﬁL to return to the

File Overview. The system alerts you when you may lose entered data.
In most situations, you will see a CANCEL or SAVE button in XS that you can use.

3.2 SEARCH FUNCTIODRSSIER ZOEKENFARCHGAN EMROYEE

On the home page, you will see the search function that allows you to look up employees. You can
search by various search terms (name, date of birth). Enter the reference in the gray text box, click
on the search icon (magnifying glass) and select theetksimployee from the list of result€lick
UITGEBEID DEKEN to show the deta

Dossier zoeken

UITGEEREID ZOEKEN

3.3 TASK LISTAKEN

On the start page you will see the overview with all the tasks to be performed and assigned to other
users. Clicking on a task in this list opens the complete list of tasks to be performed. You can also
filter this complete list by), for examplé'All owntasks"(alle eigen lopende takemy "All tasks'(alle

taken

More information about tasks can be found in Chapter 12.

Taken &

Te laat G ~
S 20JUN ¢
Opdracht: Plan van aanpak opstellen door Casemanager

Detest. 5 giuL S
Opdracht |= werknemer al hersield gemeld?

Kenobi, O gluL 4
Opdracht: cpstellen planvan aanpal

Vader, D. 1gSEP &
Opdracht. Eerstejaarsevaluatie door werkgever

12
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3.4 ACTION BUTTONS

With the action buttons at the top right of the honpage , you can immediately perform various

actions.

Acties

Ziek

Mctitie toevoegen

- Ziek

-

®
_ e

Hersteld Zwange
! i —
i —
aEEn ® —
Trajecten Taken
@
__§ -t
C .-:—rige rajecien Werknemer tosvoegen

Sick: employee sicKfirst button on the left)

Recovered: Report an employee (partially) recovereskt button in the
middle),

Pregnant: create a pregnancy report for your employgeart icon)

Add assignment: add an assignment to a project

Trajectories: an overview of all current trajectories within yotganization,
per trajectory

Tasks: an overview of all tasks. You can filter which tasks you want to see
here.

Add note: add a note to a project
Other trajectories: various trajectories (create, terminate and correct)

Addemployee: add new employees

NOTE: If your organization uses a interface between your HR system and Capability, you need to do
your absence notifications (sick, recovered, pregnancy notifications) in your HR system. It is also not

possible to add employees.

13
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If you are insured by Aegon, then you must ensure that employee records are registered in the Aegon
portal. Your absence notifications should also be done in the Aegon portal.

3.4 ABCENSERAJECT

In the start screen you will find an overview of all current trajectories,, divided into trajectories for
Absence andtrajectories for Pregnancy with the number of processes indicated in red.

Trajecten Verzuim E =
Hux, A Star Wars (Testwerkgever, 22 okt 2021
Algera, L Star Wars (Testwerkgever 21 okt 2021
skywalker, A Star Wars (Testwerkgever, 20 okt 2021
Organa, L Star Wars (Testwerkgewver 1 okt 202
Trajecten zwangerschap €] &=
Hutt, 1 de Star Wars (Testwerkgever) 13 mrt 2022
Amidala, P StarWars (Testwerkgewver, B mrt 2022
Organa, L StarWars (Testwerkgever, 7 mirt 2022

At the bottom of each overview is the TO TRAJECT®NAAR TAKEN button. Clicking on this button will
open a screen containing all the current trajectories by type. It is possible to use the trajectory filter to
determine which trajectories you would like to see in the overview at that time. After selecting the
filter settings, click SEARCH (ZOBKN). The paths that fit within the filter are now s hown.

Trajectfilter

Casemanagementieam

Organisatiefilter

Werkgevers -

Werkgever

Protocol

verzuimEzpert - Preventief Protocol -

Protocolvariatie

alle -

Startdatum periode (t/m)

14
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4 EMPLOYEE FILE

To access the employee's file, first search for the employee using the search function. You can look
up the employee by entering a search term such as (hame, date of birth, BSN and employee number)
and clicking on the desired employee.

Dossier zoeken

- = =
-F.I-l: I _F-.-'L.1 n

4.1 OVERVIEWWAGHEOVERZICHT)
In het tabbladd h @ S NJOve®i&mivindt u de recente trajecten ealle relevante informatie over
de betreffende medewerkers.

Owerzicht Taken Trajectendossier Dossierautorisatie Berichten

This includes the following information:

1 The recent trajectories/ absence history of this employee. Through the different icons there is
a shortcut for notes, tasks and documents

The general data of the employee
Personal notes
If necessary, a temporary home address

Contact details of the supervisor

=A =4 =4 =4 -4

The current employment

4.2 TAKS(TAKEN)

In the tab "Tasks" you can find all information regarding current tasks: tasks still to be performed
and tasks issued (to others).

Overzicht Taken Trajectendossier Dossierautorisatie Berichten

On this page you have the possibility to show one specific trajectory or the taskgonireght)
trajectories. You also have the possibility to use the filter. It is recommended to keep the filter "All
own urgent tasks".

Meer informatie over takeunt uvinden in hoofdstuk 2.

15
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4.3 THE TRAJECTORY(FRAIECTENBSIER)
Inthe tab '"Trajectendossiéryou can find all relevant information/documents of a (current)
trajectory.

Overzicht Taken Trajectendossier Dossierautorisatie Berichten

The data in question is the following:

9 Xpert Suite documents: here you can find the documents that are created and stored within
XS.

Invitations: invitations foran appointment with the company doctor are storbdre
Imported documents: here all documents that a user uploads separately are stored.
Overview documents:

o Contact moments overview: overview containing all notes;

0 Progress report: caact details employee and Arbodienst;

o Overview reintegration activities: here are all activities related tottagectory who
performed themand when this happened

0 Appointments overview: overview of appointments with the company doctor

o Notes

4 AFILE AUTORATIONBDOSSIERITORISATIE)
The "File Authosations" tab lists if applicable- the assigned case manager and company physician
who can handle the files.

Overzicht Taken Trajectendossier Dossierautorisatie Berichten

45MESSAGES (BEHTEN)
The "Messages" tab takes you to the DialogueXggrted)

Overzicht Taken Trajectendossier Dossierautorisatie Berichten

More about DialogueXpert can be found in Chapter 13.

16
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5 5 ADD, CHANGE OR REPORT A NEW EMPLOYEE OUT OF SERVICE

5.1 ADDING ANEWMPLOYEBVERKEMER TOEVOEGEN)
You add a new employee using the 'Add Employee' button on the home screen.

Acties

[+] 0 |

Ziek Hersteld Zwanger
! 0 —
0 —
BEEB » —
Opdracht toevoegen Trajecten Taken

Metitie toevoegen Cwerige trajecten

In thefollowingscreenenter all the requested data. The fields marked with an * are mandatory.

The fields are categorized:
9 Personal data
Address
Contact details

1
1
9 Financial detailsthis includes the start date @mployment
1 Note

1

Employment

Once you have entered all the information, click SEAMESLAAN)
At this point an employee file is created. After saving the data, you can choose to open this file
immediately.

NOTE: If your organization usasiaterfacebetween yourHRsystem and Capability, you need to
enter your employees in your H¥ystem. The connection will take care of entering your employees
in XS.

If you are insured by Aegon, you need to make sure that your employee file is registered in the
Aegonyportal.

17
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5.2 MODIFY AN EMPLOYEE'S DATA

You can change an employee's data through their employee record.
First, look up the employee using the 'File Search' option on the home screen.

Dossier zoeken

Ok op uit dienst getreden werknemers zoeksn

UITGEEREID ZOEKEMN

The employee record is now displayed.

Oversicht | Taken  Trajectendossier  Dossierautorisatie Berichten

Tidelijke verblifplaats © -

A0 status olal~

No-riskpolis =

rq
Using the buttor. under theEmployee data, you can change the data.
If you click on this button, the modification screen will open. The following data can be changed
through this screen:

Personal data
Address
Contact details
Financial data

=A =4 =4 =9

You can also add a note here
Once you have changed the desired data, click on $BNELAN)

18
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To change an employment record or report an employee out of employment

To change employment information, click on the three dots in the employment screen:

a [ Wizigen dienstverband O
]_’este_r_

# Uit dienst melden

Afdeling Vestiging

B Historie weengave

Werkuren

Dienstverband type

UWV referentie

As soon as you click on thel8ts, a screen will open in which you can choose Change employment
(Wijzigen dienstverbangdReport out of servic@Jit dienst melden)and View histornHistorie
weergave)

Change of employment:
When changing employment, there may be 2 situations:
A. Correcting the employment data: the current employment will be ovétam
B. Employment will change: the current employment will be closed, a new employment
will be created.

Lopende disnstverbanden Tester, The Resistance (Star Wars (Testwerkgever

A Y kunt hier dienstverbandgegevens comigeren en extra dienstverbanden toevoegen. Met het corrigeren van gegevens overschrijft u de huidig geregistreerde gegevens.

On the next screen, fill in all the requested information and ¢hekWVERDER

Depending on your choice, the existing employment will now be modified or a new employment will
be creaed.

19
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Reporting an Employee Out of Service:

To report an emfoyee off duty, click on the three dots in the employment screen again. Now
choose "Report from service. On the next screen, fill in the reason and the out of service date and

click SAVEOPSLAAN).

Reden wit dienst Geen =
Datum wit dienst 05-11-2021 n
AMMNULEREM B OPSLAAN

20



D capability’

De arbodienst van Ondernemend Nederland

6 REPORTING SICK

An employee can be registered sick for a variety of reasons. Regardless of the absence classification,
absence should always be recorded in an employee record.

The following absence classifications can be selected when entering a sick report:
91 Sick: liho specialsituationsare in place
9 Sick due to an accident at work: If the absence is caused by an accident at work.
This is important to report such an accident to the correct authorities.
9 Sick leave due to an accident with recourse: If the absence is caused by an accident where
third parties may be liable for the accidefhis is important in connection with the
(possible) recovergf the (absenteeism) cosfeom the person esponsible for the accident.
9 lliness as an accident of pregnancy

Please note: In the following situations, you do not need to report sick leave in XS:
91 If there is arinterfacebetween your HR system and XS. You should then report sick leave in
your HR system.
1 If you are insured by Aegon. You should then report sick leave in Verzuimsignaal, the portal
of Aegon.

21
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6.1 REPORTING SICK

There are two ways to report an employee sick.

- Via the buttonSck (ZIEK)n the start screen

- Via searching for the employee in the start screen
Both ways are described below.

Reporting sick via the sick button

Click on the Sick button in the start screen.

Goedemorgen Mevr Tester Training Berichten &

Acties
Eenfi st Geen berichten
Ja vor op 01-11-2021 om 0847 l. .
ALLE BERICHTEN o o
Hersteld Zwanger
Dossier zoeken
Taken &
B o v ® e =
ok op uit dienst gstraden werknemers zosken Nu uitvoeren A Opdracht toevoegen Trajecten Taken
UITGEBREID ZOEKEN Hull, 1. de - °
Opdracht Plan van aanpak opstellen door Casemanagel +
4 .v aa
Laatst bezocht Netitie toevoegen Cverige rajecten Werknemer tosvoegen
NAAR TAKEN

A search screen will now openwrhich you can search for the employee.

Ziek melden ©

Dossier it u Ok op uit dienst getreden werknemers

L] - 22 Y - T [ T I TSR PR . I .
- - oFHutl 18102021 vars (Testwerkgeve 18-10-198%

Select the employee and click BiMAR ZIEKMEEN
In the next screen you can register sick leave.

22
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Dossier: Hutt, ). de ©

# v B StarWars Testwerkosver ¢ @ TheResistance » & Huth 1 de

B Iiekmelden toelichling

Verzuimclassificatie Maak een keuze -
Eerste zigktedag 18-10-2021 n
Gebaseerd op Capability - Verzuim - Verzuim Compleet
Owereenkomstperiode 20-0g-2021 - Heden
‘Verzuimstatus @ Wolledig zisk

Gedeelielijk Zick
Motitie

Choose an absence classification, complete all requested information, and click SAVE.
Please note that medical ternase not allowed in the note fieldlhe sick note is now registered. You
will then see an overview of all tasks scheduled in the sick leave process.

When reporting a female employee sick, you will be given the optionadkthe option 'Sickness
due to pegnancy'. Once you do that, you will also need to fill in more details about the pregnancy.
As soon as you click on SA@PSLAANR pregnancy notification will be created immediategee

also chapter 6 Pregnant.

23



Reporting sick via searching for the employee thre home screen.

In the start screen, select the employee under Search for file

Dossier zoeken

Ok op uit dienst getreden werknemers zoeksn

UITGEEREID ZOEKEMN

The employee record will now be displayed.

D capability’
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Under the ACTIONS button at the top right of the screen, selec{ZHdk)

8 Ziek

slf Herstel

(]
=
[[m]
o

r Overige acties

The sickness report screeas also described ahe previous pagewill now open. Please fill in all

requested data and click SAYESLAAN)

Please note that medical terms are not allowed.

24
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6.2 TEMPORARYTAWVT ANOTHERESIENCE

It is possible that an employee is staying at a temporary address, for example in a hospital. In XS it is
possible to register this temporary address. This can be done in the following way.

First select the employee by using the search function soytbatare in the employee fil&lick on
the tab "Overview'(Overicht)

Owerzicht Taken Trajectendossier Dossierautorisatie Berichten

Here you can find the "Temporary Residence" option. Click on the + button to add a temporary
residence.

Tijdelijke verblijfplaats

U ziet dan het onderstaande scherm. Vul de gegevens in en klik op de knop OPSLAAN.

Tijdelijke verblijffplaats 4

“Werplichte velden
Huishumimer

Land Mederland hd

Jerblijfplaats Gebruik tijdelijlke verblijfplaats ipv. nomals adres

6.3 AN EMPLOYEE IS INCORRECTLY REGISTERED AS SICK

To correct an absencetrajectory: see chapter 11.
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7 REPORTBIPREGNK

If an employee is pregnant, register this in XS as soon as possible. The system will ensure that you, as
the employer, are informed in good time of the legal obligations. Once the employee has been
reported pregnant, the application for maternity leave ik initiated.

7.1 REPORTINGPREGNACY

You canreport pregnancy in two ways.
9 Viathe Pregnant button in the start menu
9 Via searching for the employee in the start menua the File search screen in the start

screen, search for the employee.érhclick ACTION at the top right of the screen and choose
Pregnant. Then perform the steps for completing the screen as described in this section.
Reporting a pregnancy via the Pregnant butt¢Avanger)

Click on the Pregnant button on the start screen

Goedemorgen Mevr Tester Training Berichten & Acties
Eer Geen berichten ﬂ
e 1-11-2021 om 0847 .
ALLE BERICHTEN I:E\I I’E steld
Dossier zocken
Taken &
n Telaat EED - . "-—’—i =
ok op uit dienst getreden werknemers zosken Nu uitvoeren A Opdracht tosvosgen Trajecten Taken
UITGEBREID ZOEKEN Hull, 1. de

Opdracht Plan van aanpak opstellen door Casemanager f -
Notitie toevoegen Guerige trajecten

MAAR TAKEN

Laatst bezocht

Asearch screen will now open in which you can search for the employee.
Doanger O

Dossier H Dok op uit dienst getreden werknemers

zoeken

Select the employee here and click on TO DOSSIEARDOSSIER)
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The next screen allows you to register the pregnhancy notification.

Dossier: Hutt, ). de &

%
m
1
T
I
=
kb
T
i
T
(13
T

T

D situatie m “Werknemer meldt zich zwarger
vermoedelijke bevallingsdatum 16-4-2022
Meerling Medewerkster is zwanger van esn maerling
Laatste werkdag O 2 weken mwangerschapsverlof 19-3-2022
- §weken zwangerschapswerlof 5-3-2022
® vrije dag tussen £-0 weken zwangerschapsverlo

42 99
j Py 3'2'.!:.:.

The following information must be entered:

1. Probable date of birth: this is found on the employee's maternity leave statement
vermoedelijke bevallingsdatum

2. Multiple birth: here it can be indicated whether the employee is pregnant with multiple
births = meerling

3. Last working day: the option 4 or 6 weeks is standard, but you can also choose a day
between 46 weeks.

Note: The start date of the leave must always bev@eks if the employee is ill as a result of the
pregnancy. The program calculates what the end date of the leave will be. If after the delivery the
real delivery date is registered, the system will automatically correct the leave if necessary.

Fill in althe requested information and click @®@WANGER MELDEN

The pregnancy is now registered.
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7.2 SITUATION AROUND PREGNARENOREHILIBIRTH

Now that the pregnancy process is underway, you can change the situation around the pregnancy
before delivery, if desired. f5t select the employee by using the search function. Then, under the
ACTIONS button at the top right of the screen, select PreZAMANGER)

You see the following screen:

Situaties rondom zwangerschap

De situatie @ LV wilt de definitieve bevallingsdatum inveeren

vallingsdatum

|‘-|:."I.l:."l.lt

wangerschap begindigen om andere reden dan esn geplande bevalling
Four situations may arise:

A. Reporting date of birth

B. Correcting thegresumed date of birth

C. Correcting the last working day before maternity leave

D Terminate pregnancy notification for any reason other than a plaraiéldbirth

Please note that for all situations, it is not permitted to put medical information or aeypretations
in the note fields.

Situation A- Reporting final delivery date.
If the employee has given birth you will@rt the date of birth

Situaties rondom zwangerschap

enl
i

den De werkneemster is bevallen

1F-4-20127
10-4-2022

—
1

Toelichting
VST ors |

You choose "The employee has given birth" under Re@i3ernwekneemster is bevallenEnter the
date of birth You can also add an explanati@ptional).

Click orSAVE (®@SLAAN).
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Situation B- Correcting the presumed date of delivery

If the presumediate of birth is incorect, you can correct the presumed delivery date here. The last
working day can also be corrected (choose a date betwe@nvéeks before the presumathte of
birth).

Tip: Ask the employee for the pregnancy declaration. This contains the estimated ylelter

Situaties rondom zwangerschap

De situatie ngsdatumiimoeren
evallingsdatum
m andere reden dan een geplande bevalling
vermoedelijke bevallingsdatum 16-4-2022
Meerling O Medewsrkster is zwanger van esn maerling
Laatste werkdag 12-3-2022

anoere [T

Click on the SAMBFRSLAANbDutton.

Situation C- Correcting the last working day before maternity leave.
Here you can correct the last workday before maternity leave. Choose a date betw@evedks
before the expected delivery date.

Situaties rondom zwangerschap

De situatie 2 Uwilt de definitieve bevallingsdatum invoeren

FrgEren Vemmoe bevalingsdatum

Vermoedelijke bevallingsdatum
Meerling O Medewerkster is zwanger van een meerling
Laatste werkdag 12-3-2022

anoere [T

Click on theSAVEOSPLAANjutton.
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Situation D- Terminate pregnancy notification for reasons other than a planned birth

For a variety of reasons, a pregnancy may be terminated earlier than the expected delivery date. The
reason can be specified in the screen below. In addition, the date of termination must be filfed in.
explanation is optional.

Situaties rondom zwangerschap

De situatie

wangerschap begindigen om andere reden dan een geplande bevalling

e Bavallen
Datum begindiging 15-10-2021

ROSTRN ors oo

Click on the SAMBPE&AANYutton.

7.3 SITUATION AROUND PREGNANEWERHILIBIRTH

Now that the pregnancy process is underway, you can change the postpartum situation if desired.
First select the employee by using the search function. Then, under the ACTIONS button at the top
right of the screen, select Pregng@WANGER)

The following seceenis shown:

Situaties rondom zwangerschap

De situatie ® Werknemer meldt zich zwangsr

- 3 op
(0 Aamragen verlenging bevallingsverlof wegens ziekenhuisopname kind

1F-4-20122
10-4-2022

Medewerkster is zZwanger van esn meerling

2 weken zwangerschapsverlof 19-3-202

® vrije dag tussen -6 weken 7

12-3-2022

Three situations may arise:

A. Employee reports being pregnant
B. Employee takes patime leave
C. Apply for extension of maternity leave due to hospitalization of child

Situation A- employee reports being pregnant.
After the officialdelivery date, an employee may report being pregnant again. See chapter 6.1.
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Situation B- Employee takes partime leave.

Since January 1, 2015, the employee has the option to take the maternity leave remaining from 6
weeks after the delivery date in a staggered manner over a period of up to 30 v&@mikst the

option "Employee takes pattme leave"¢ medeweaker neem verlof indeeltijd op

Situaties rondom rwangerschap

tijd op

.-5r.:_|i-|'.; I:-:—-.a.. "-_::-.é'.:-r wegens Ziekenhusopname kind

ClickSAVEOPLSAAN)

Situation C- Application for extension of maternity leave due to hospitalization of child

The childbirth leave is extended when the child, due to his or her medical condition, is hospitalized
for more than 7 days during the childbirth leavéde childbirth leave will at that time be extended

by the number of hospitalization days, counting from the 8th day of hospitalization until no later
than the end date of the original childbirth leave, with a maximum of 10 weeks.

Select the option "Applfor extension of maternity leave due to hospitalization of child"
Aanvragen verleing bevallingsverlof wegens ziekersnpnage kind

Situaties rondom zwangerschap

ens Ziekenhusopname kind

RRTTSN orsiaa|

ClickSAVEOPSLAN)
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7.4 SICK DUE TO PREGNANCY

When an employee is sick due to pregnancy, you can use the "Sick" button. The procesasworks
described inChapter6: Reporting Sick.

Search for the employee via the Sick button or via File Search on the home screen.

The scknessreport screenis shown:

Verzuimclassificatie Jick -
Eerste ziektedag 1g-10-2021 n

Gebaseerd op Capability - Verzuim - Verzuim Complest
Owereenkomstperiode 20-0g-2021 - Haden

Zwangerschap Zigkts ten gevelge van zwangerschap

Vermoedelijke 17-04-2022 n

bevallingsdatum

Laatste werkdag 4 weken zwangerschapverlof 20-03-2022

(® &weken rwangerschapsverlof 06-03-2022

Verzuimstatus

Muotitie

The following information must be entered:

Absence classification: select the typecafise of the absence under absence classification.
First day of iliness: fill in the first day of iliness.

Pregnancy: tick the option "Sickness as a result of pregnancy".

Absenteeism status: the absenteeism percentage is automatically set to 100%.

Note: fill in a note if required. Important: It is not allowed to put medical information or any
interpretations in the note fields.

bR

Click on the SAMBFRSLAANutton to save the registration.

If no notification of pregnancy has been registered for this eygdoyet, this notification will be
created in addition to the notification of sicknegsPregnancytrajectory will be started.
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8 WORKING INPRAJECTOR

As soon as the sick report is created in XS, a trajectory is created. In this track, tasks are created for
the next 2 years (WvP). As an employer, you have access to all tasks that need to be carried out
during the trajectory.

Filtering within the tasks

Depending on the duration of the absence, the number of tasks will increase. You therefore have the
option of filtering within the tasks of the course.

The filters you can choose can be divided into 2 categories: Own tasks, which should be performed
by you and All tasks, which should be performed by the various stakeholders.
It is recommended to keep the filter "All own urgent tasks".

8.1 [IGONS ON A BAS

What do the icons on a task mean?

At a task in the overview, you will find several icons.

The meaning afhese icons is described below.

Statusicon

The status icon is at the beginning of the task line. With this icon you can change the status of the
task. By default, the task is set to 'RunnimdopendIf you click on this icon, the followisglection
box will appear:
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