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LOGIN 

To handle the tasks, open an internet browser such as Google Chrome and via the 

link: https://login.xpertsuite.nl/Account/LogOn you can then log in to Xpert Suite. 

Once logged in, you will arrive at your Homepage. This screen shows an overview 

of your appointments, tasks to be completed, etc. With 1 click you can register 

your appointment or process the task. From this page you can also directly search 

for files. 

 

LOGIN PROCESS 

Below is the VX login screen. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
     Please enter your user name and password 
above. 
   

After logging in, the 2-step authentication (2-
factor). You will be asked to provide your mobile 
number to receive the code. 
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Once you have given your mobile number, you will receive the SMS code. 
 

 
 
             The SMS code will consist of letters and numbers. 
 

You may then be asked to enter a yubikey code. If you did not receive a yubikey 
(USB stick type), you may skip the question.  

 
The last authentication option that can be used is linking an authentication an 
authentication app. This is an app that you install on your mobile. You can find 
the app under the name Google-Authenticator. 
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After you have entered your authentication options, you will receive a backup 
code. This code allows you to log in if your mobile phone does not receive an 
SMS code. 

 

 
Change language – ‘instellingen’ (settings) on the left hand side. 
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REGISTER ABSENCE 
 

➢ Sign in   

➢ Find employee via:  

o Search file 

o Recent files 

o Advanced search or  

➢ Go directly to the button that indicates absence / sick leave.   

➢ Go to actions, sickness/absence and carry out the rquired steps.  

➢ Select absence classification.  

➢ Leave a note if necessary. Please notice: do not enter any medical terms or 

privacy-sentive information here! 

➢ Add the absenteeism percentage. If no sick leave percentage is entered, the 

system will assume 100% sick leave. 

➢ Enter the first day of absence (not the last day of work).  

➢ Save. Xpert Suite automatically moves to the task overview. In the task 

overview you can find 2 filter options: 

  top right: task filter (show tasks based on urgency is selected by 
default).  

top left: path filter (all current paths are selected by default). Set the task filter 
to all tasks and the trajectory filter to the last added trajectory (without end 
date), in order to see all tasks of the just registered trajectory. 

 

PARTIAL/COMPLETE RECOVERY/REPORTING SICK AFTER ILLNESS HAS BEEN 
ACKNOWLEDGED 
 

If an employee has sick leave and the disability percentage changes, this must 
be adjusted as follows:  
➢   Login 

➢   Search for the employee via file search or go directly to the button 

➢   Perform the required steps 
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CHANGE ABSENCE DATA 
 

If you have entered an incorrect percentage or an incorrect reason, you can change 

the absence data as follows: 

➢  Go to the Report sickness absence button on the home page 

➢  In the employee's file, go to actions and choose sick/absence report 

 

 

      

LOGOUT 
           
              To log out of Xpert Suite, click on the logout button at the bottom right. 

 

SCREENS 
1.1 Employee file 

1.1.1 Part recovery notification 

If an employee becomes ill again within 28 days of a 
previous illness, the two illnesses will be linked 
(composite absence) and the waiting period and the 
period in which statutory duties must be performed will 
be recalculated. 

 
In the tab overview a subsection is shown as follows:  

 
 
       
 
 

If the overview is blocked by the number of subsections, the view can be easily 
adjusted by using the button on the left (near the arrow). 
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 6.2 Notification screen 
 
 
 
 
 
 
 
 
 
The tasks tab provides an overview of all tasks for which you have authorisations. 
These authorisations are determined by the role that you have. Please contact the 
secretariat of De Verzuimmakelaar if you have more questions about this. As you can 
see in the example, this tab contains 2 filter options. By default, the filter on the left 
will be on all own urgent tasks. Choose in the menu, the desired filter setting for the 
required overview. The filter on the right can be used to switch between different 
routes, both ongoing and closed. 
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A view example with filter settings on (right) a specific path and (left) all tasks. 
 

 
 
 

Tasks can also be viewed at any level (employer or department in the 
organisational structure). One can choose to show all tasks or only the 
urgent tasks. It is also possible to display tasks during a specific 
period, such as the holiday period of the responsible user. 
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6.3 File/tab track record 
 

 
  

A separate absence file is created for each period of absence. These 
files are kept in one electronic employee file. This file automatically 
stores all documents created with VX. The content of a document can 
also be viewed directly in the file.. 

 
It is also easy to add your own documents to the electronic file. For 
example, the problem analysis from the occupational health and 
safety service or a report from the social medical team. This way, all 
documents are stored in one file. 
 

6.4 Logfile 
 
In the TrajectoriesDossier you automatically keep a kind of logbook 
(see Overview reintegration activities). In this Overview reintegration 
activities you can find information about all tasks or activities that are 
registered, memos that are drafted and documents that are created 
and sent. You can consult this log if, for example, you need to prove to 
the UWV which actions and by whom were taken during the 
reintegration process.  
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TROUBLE SHOOTING  
 

7.1  Issues logging in   
➢ The login name and password combination do not match or 

are not recognised.  

o Click on forgotten login name if you are not sure 

whether your login name is correct and follow the 

steps. After completing the steps, the new login 

name will be sent to you via e-mail.  

o Click on forgotten password if you have forgotten 

your password or are not sure whether it is the 

right one. After completing the steps, the new login 

name will be sent to you via e-mail.  

➢ You have not received an SMS code.  

o Restart your phone and click on logon failed in the 

window where the SMS code needs to be entered.  

o You can use this option even if you do not have 

your phone with you.  

o On the next screen you will see a number of options 

including: resend SMS code and use backup code. 

Choose the option that applies.  

7.2 Find employee, department or employer 
You cannot find a particular employee or department in the structure 
or via the search function.  

➢ If it concerns an employee who has left the company, you 

can check 'employee leaving service' in the advanced 

search.  

➢ This may also be due to the lack of the correct 

authorisations. In this case, please contact the secretariat of 

De Verzuimmakelaar.  

7.3 Tasks 
You expect to be able to perform a certain task but do not see it not 
appear in the task overview.  

➢ Check your filter settings (left and right filter) 

➢ This may also be due to the lack of the correct 

authorisations. In this case, please contact the secretariat 

of De Verzuimmakelaar.  

7.4 Casefiles  
You do not see any tasks in the tab overview for a particular 
employee, where a task should appear.  

➢ This is usually the case when the correct authorisations are 

missing. In this case, please contact the secretariat of De 

Verzuimmakelaar. 


