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ACTIVATE YOUR ACCOUNT - EMPLOYER PORTAL
Activate account

Welcome to the Compasity Employer Portal!

As soon as an account has been created for you, you will receive an email from us
under the name: [companyname]@compasity-cloud.nl.

Didn't receive an email? Please check your spam box or junk mail.

The pink button opens an internet page where you can set your personal password
for Compasity, see the image below. The password must contain at least 8 characters
with at least 1 uppercase letter, 1 letter, 1 number, and 1 special character.

mpasity

Software die Nederland beter maakt

Geachte heer/mevrouw,

Welkom bij Verzuimcoach!

Klik op onderstaande link om uw account te activeren en uw persoonlijke omgeving
binnen Verzuimcoach te verkennen.

Met de gebruikersnaam: WERKGEVER_NAAM kunt u een persoonlijk wachtwoord
aanmaken.

Bij vragen of problemen kunt u gerust contact opnemen met ons Applicatiebeheer.

Met vriendelijke groet,
Team Compasity

Maak nu uw
account aan en

The 'LOGIN' putton RECELINT regelkal uw
opens the login screen ACTIVEREN | £aken
direct in het

where you can set your R
y y Verzuimcoach

password for Compasity.

portaal
wmpasity
Marconiweg 16
‘D 8501 XM, Joure ) wrww compasity. nl @) info@compasity.nl D) +31 (O)@S D18 74 02
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Wachtwoord instellen

U kunt hier uw nievwe wachtwaard invaeren.
Ma invoeren wordt u doorgestuurd nzar de inlogpagina.

Wacruoors Het wachtwoord moet
bestaan vit: minimaal 8
tekens met minimaal 1

hoofdletter, 1 letter, 1
Heos traeatiiwous cijfer en 1 bijzonder
teken.

¥

When you have created your password, you will be taken to the login screen as
shown in the image below.

Inloggen

Vul hier uw gebruikersnaam en wachtwoord in.

Je kunt nu inloggen
% ‘ qebruikersnaam met je gebruikersnaam
) en wachtwoord die je

zojuist hebt
aangemaakt.

é@ wachtwoorc @
Inloggen Wachtwoord vergeten
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Once you are logged in, you will see a pop-up screen with information about the
phone number registered on your account. With this, you can now set up the two-
factor authentication required for the security of the portal (see image below).

Telefoonnummer gevonden

Bij uw account i1s het volgende telefoonnummer gevonden.

+316

Als dit telefoonummer correct 1s bevestigt u dan met
"Verzend sms".

Indien dit niet het geval is kunt u het telefoonnummer
wijzigen doer contact op te nemen met uw arbedienst.

emailadres @compasity.nl Kies hier of je de
2-staps authenticatie
via SMS of de
[ Verzend sms M Gebruik authenticatar ] Authenticator app wil

Setting up two factor authentication

The two factor authentication is needed as extra security for the portal to properly
protect all data. By logging in in 2 ways, the user is authenticated in 2 ways (2
factor).

You can set this 2nd factor via the authenticator app on your phone (both for Android
and Apple).

Code via de authenticator app:

Do you want to use the authenticator app? Then you first need to download the app
'Google authenticator’' or 'OpenOTP Token' on your mobile phone.

- For an Android device: download the app from the Playstore.

- For an Apple device: download the app from the Appstore.

+* (o

Goagle authenticator OPEN OTK Token
app app

[ arbodienst
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After downloading the app, click on 'Use authenticator' in the screen below.
When you log in to the portal for the first time, you will automatically receive an
email with account details and a verification code.

Telefoocnnummer gevonden

Bij uw account i1s het volgende telefoonnummer gevonden.

+316

Als dit telefoonummer correct 1s bevestigt u dan met
"Verzend sms".

Indien dit niet het geval is kunt u het telefoonnummer
wijzigen door contact op te nemen met uw arbodienst.

emailadres @compasity.nl Kies hier of je de
2-staps authenticatie
via SMS of de
[ Verzend sms J[ Gebruik authenticator ] Authenticator app wil

You can manually enter the code in the authenticator app. You can also choose to
scan the attached QR code with your phone. In this way, the code is automatically
entered into the app.

Is the QR code not visible? In the pink framed square (image below), is normally the
OR code.

Many e-mail programs don't show the image. Usually it works to stand with the
mouse on the square and then click on the right mouse button. Then select the
option download image. You can scan this QR code with the authenticator app that
you have downloaded on your phone.

[ arbodienst
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~, Handleiding 2FA.pdf o~
= 935 B
Goedendag
Hierbij sturen wij u de aanvullende gagevens (twee-staps-verificatie) om in te loggen op het pertaal van ArboAnders
In de bijlage vindt u een document waarin stap voor stap wordt uitgelegd hoe u deze kunt installeren en gebruiken.

Voor het generen van een verificatiecode kunt u Google authenticator gebruiken en instellen met de volgende gegevens:

Deze code kun
je handmatig
invoeren in

authenticator

Account: [zelfgekozen naam]
Aanvraagcode: AXRCUYEEWSOMVSNR

Of u kunt de wolgende QR code scannen:

Je kunt deze QR code
gebruiken om de
verificatie automatisch
in authenticator toe te
passen.

Komt u er met de handleiding niet uit of heeft u andere vragen, dan verzoeken wij u contact op te nemen met uw applicatiebehaerder of arb:

Met vriendelijke grost,

Once you've entered the code via the authenticator app, you can log in to the portal.
Have you lost the authenticator? For example, because you have a new phone? Then
click on the 'New application code’' button.

[ arbodienst
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m‘,fj

o

Aanvraagcode verzonden

Er is een aanvraagcode verzonden naar

seess @compasity.nl

Met deze aanvraagcode kunt u een verificatiecode
genereren om in te loggen.

Inloggen

Vul hier uw verificatiecode in. Aan de hand van de aanvraagcode
die u per mail heeft ontvangen genereert u uw verificatiecode. ; .
Bent u deze mail kwijt. vraag dan een nieuwe aanvraagcode aan Vul hier de code in
door op de knop Nieuwe aanvraagcode te klikken. die je via de
authenticator app

hebt gekregen

Hier kun je een

Inloggen ‘ nieuwe aanvraagcode

opvragen

You are now logged in to the Verzuimcoach employer portal!

[ arbodienst
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Portal dashboard

When you log in, you will be taken to the dashboard overview below within the
Compasity portal:

Fele

Verzuim en :
herstel melden
Tabblad menu.
- 3 verzuim meiden | & Herstel melden

() Dashboard $=  Acticlit Rz Werknemers @@ Dossiers M Rapportages B Ons bedrif == Min portaal
Zosk .
Overzicht .
:m.n.‘.um van actieve Compasity BV
Compasiy tast "
; it '« bedrijven. Werknemers. Actieve dienstverbanden: Open dossiers:

Hier zie je in één
oogopslag alle
actuele cijfers van
het bedrijf.

st 17 Juii 23

Via dit menu
zoek je snel een
n '« specifiek dossier.

20249115 St Sroen e e O

In the dashboard, you can see a global overview of the files and the most important
figures at a glance.

At the top you will see the overview tab with the options: '‘Dashboard’, 'Action list',
'Employees’, 'Dossiers’, 'Reports’, 'Our company' and '‘My portal’'. We will briefly
explain these tabs for each section.

At the top right of the tab menu, you can navigate directly to the 'Report absence’
and 'Report recovery'.

As you can see, there is also a grey 'hamburger menu' on the left side of the screen.
This allows you to expand a window in which you can quickly and easily look up a
specific file.

In the black bar at the top, you can see which environment you are in and you can
also find the option 'Log out'.

0omgeving menu. )

49 Verzuim meiden | & Herstel metden
{3y Dashboard $=  Acticlijst m Werknemers @@ Dossiers I Rapportages - Ons bedrijf == Mijn portaal
+
Compasity BV
wier Actiove L.
(o)
7 3 1 16,7%
Niewwe werkneme Noar werknemers Near dossiers Near rapgo tages Near
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Rapid action > reporting absence

Click on 'Report absence’ at the top right of your screen.

» B Verzuim melden | & Herstel melden

Zal  Dashboard Actielijst 28s  \Werknemers PB= Dossiers Rapportages Ons bedrijf =%  Mijn portaal
() J =51 —2 PPty J] — TG,

You can search for a specific employee using different search criteria (see green box).
Then click on 'search’.
Click on the + icon next to the employee in question to create the absence file.

If it concerns @ new employee, you can easily create it with the 'New employee’
button at the top right of the green box.
After this, you can also report the absence in the same way.

Selecteer werknemer |E|
Werkgever Achternaam Geboortedatum Postcode

‘ Test De Slagerij Z2Z x

| Q- Go | Acties™ @ Nisuwe medewerker %

| =+ Geslacht Naam Geboortedatum Adres Actief
+ 2 v
+ Q v

‘ - 9 v

+ ) v

| + e v

|+ 9 v

|+ ¢ v
+ o v
+ -3 v
+ d v
+ 3 v
+ "] v
+ Onbekend x
+ 2 v
+ e v
+ 2 v
+ d v
+ ) v

.

The next screen (image below) shows an overview of the employee's data and the
various options to fill in the details. Fields marked with a red asterisk are mandatory.

[ arbodienst
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You can enter various criteria for this absence here. Try to fill in as much information
as possible for the best and clearest possible registration. When all the details have

been entered correctly, click on 'Save'.

Dossier openen

Registratie ziekmelding

MNaam C Asity
Melddatum 1-05-2022
Reden © Verzuimmelding

Gesloten verzuimdossiers binnen 29 dagen worden automatisch heropend en gekoppeld.
e ziektedag 11-05-2022
Verwachtte duur Dagen

Valt de werknemer onder een vangnetbepaling van de ziektewet?
Is er sprake van regresrecht?

) *
Is er sprake van een arbeidsongeval?

Opvolgactie
Contactpersoon bij de werkgever Geen contactpersoon bekend

Extra informatie

MNiet toegestaan medische data in te geven.

E-mail

voorbeeld@example.nl

Postcode Huis nr.
7777CS 77
Straat Plaats
Compstraat ITopia
Verpleegadres ~ Ola ® Nee

Annuleren

Verwachtte einddatum
Ola ® Nee
Oz ® Nee

Ola ® Nee

Telefoon

Mobiel

00000000077

Land

Netherlands

Geboortedatum

07-07-1977 (44)

) ==

Now the absence file has been created for this employee. You can always find the
file under the tabs 'Files', 'Employees' or quickly search via the hamburger menu on
the left side of the screen. You can also easily add notes, tasks, and attachments in

the file.

[ arbodienst
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Report Quick Action > Recovery

Click on 'Report recovery' at the top right of your screen.

B Verzuim melden | & Herstel melden «

Ons bedrijf —+ Mijn portaal
i

= Dossiers
-

™

Rapportages

You can search for an employee using various search criteria (see green box in the
image below). Then click on 'Search’.
From the filtered list, you can select the employee in question by pressing the
indicated arrow (green arrow). Click 'Next' (red arrow) to continue.

Herstelmelden

(1) Werknemer

Werknemer zoeken

Werkgever Achternaam Gebeoortedatum Postcode
Test De Slageri] ZZZ ww =
av = s (=]
Selecteer MNaam Dossiernummer Geslacht Startdatum ‘Geboortedatum ‘Werkgever Email Telefoon Maobiel Adres
- . Test De _ _ . . = Aszingaborg 850,
= Solo Seer 132500 ? 2-05-2020 01-D4-1586 Siager 727 Hass@compasitynl 234567890 06283 e
- .. Test De . - . . . Asingaborg 850,
<> Zolo Beer 138204 ? 01-11-2020 01-04-1386 Simgen 72 Hass@compasitynl 334567800 06288 Yo
Bor de == o Test De = Poeldijkstraat 1,
> T 138575 o 01-10-2020 01-01-1980 Siager T2 no@na.li -
Test De L-Fabeltjeskrantstraat
= Chic Lama 138225 o 01-11-2020 01-01-1880 — Wzas@compasity.nl 0123456780 +31628887177  2-C G7T11HG 's-
gen) £os Hertogenbosch
=st D ant, ]
> Do Test 136076 Q 28-07-2020 01-08-1980 CBrD 0 Sl e
Slagerij ZZZ Leeuwarden
Jolanda e - . Test De N N 020- - Hoofdweg 67, S000AA
L Buncls 133376 ? 21-05-2020 31-03-1977 Siagerij 727 werknemer@demo.nl 4000000 D6-20202020 ——
Shuiten » Volgende »
[ ] arbodienst
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In the screen below, you can choose between a partial or full recovery. Once the
details have been filled in, you can complete the operation by clicking on 'Save'.
Now the recovery notification has been completed.

Herstelmelden

Startdatum * 09-05-2022

® Deelherstel

) Dossier sluiten

Melding ~

Herstelpercentage - ”%

Aanwezigheid (uren)

< Vorige

Explanation tabs

'Action List' tab (Figure 3)

(2) Melding

Melddatum 09-05-2022

Loonwaarde

=) =

In the action list, you can see the actions/tasks that are open. You can sort this in
different ways (green box). You can use the sub-tabs to switch to completed tasks,

feedback and notes (see red box).

In the search window, you can search with a specific filter, for example by file or

name (blue box).

i 8 — =
/ﬂ‘ Dashboard E Actielijst 28: Werknemers B Dossiers |&a  Rapportages H Ons bedrijf =% Mijn portaal
Actuele taken  Afgeronde taken  Terugkoppelingen  Nofities
Werknemer Taak Uiterlik afronden Status I
et 2104201
st Kiaarzetten vraag:

arbodienst

[ )
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'Employees’ tab (Figure 4)

In the 'Employees’ tab, you can choose between files of employees with an active
employment contract or an inactive employment contract (red box).

In addition, under the 'Action’ option, you can choose how you want to sort the files
and you can choose to download the data, among other things.

In the overview (green box) you will see the following icons:

= create a new file, ® =an up-to-date medical file and % = an ongoing other file
(e.q. pregnancy).

If you click on one of the icons, you will go directly to the file.

/ﬁ‘ Dashboard g Actielijst ;;" Werknemers B Dossiers laa  Rapportages E Ons bedrijf E Mijn portaal

IAthef" tverband  Inactief T I

jo
<
@
g
»
<

Naam Organisatie-senheid MV Geboortedatum E-mail Telefoon
a & & ATt o
[+-3 & L3
B B &0 Test ?
] B 3 DestTestun {}
B & U o
B B & F &
=% - HT ?

In the blue box in the image above, you will see a button to create a3 new employee.
To create a new employee:

When you have clicked on 'New employee' you will be taken to the screen below.
Fill in the employee's details here and click on 'Next' (fields marked with a red
asterisk are mandatory).

Nieuwe werknemer X

(1) Werknemer

[ Test De Slagerij ZZZ x
Voorletters ” Ve voornaam *
Tussenvoegsel e Achternaam
Geslacht O Man ® Onbekend O vrouw Geboortedatum ]
Voorkeurshantering Achtemaam
Opmerkingen Uniek werknemernummer | 21-005
£
Sluiten Volgende >

[ arbodienst
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Then, in the next screen (image below), fill in the employee's address and
communication details. After that, click on 'Next'.

Nieuwe werknemer

‘ (2) Adres

Postcode Straat Mr Toevoeging Woonplaats ' Land

6623240 ‘gorbeeldstraat 111 Bxampl=land Mederiand

Communicatie

Email: Veilig mailen Telefoon mobiel: ~ Telefoon vast:

voorbesld@examplenl 0650403020

}

Violgende ¥

Corige

Then, in the next screen (image below), fill in the employee's employment details.
Try to fill this in as completely as possible. If this does not happen, it can have
consequences for your reporting overviews. After that, click on 'Next'.

Nieuwe werknemer

| (3) Dienstverband

Soort dienstverband Tjselie
Startdatum * 01-04-2021 = Einddatum
Uren per week

Salaris

Uithetaling salaris Maandioon
No risk van toepassing o

Finally, you will see the control screen below. Here you can check all the fields you
have filled in for inaccuracies. When everything is correct, click on 'Save'. The
employee has now been created.

[ arbodienst
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Nieuwe werknemer

Werkgever

Bedrijfsgegevens

Test De Slagerij ZZZ

Werknemer

Persoonsgegevens
Voorbeeld (V.B)
de Example

Onbekend;01-04-1950
Adres

Adres
Voorbeeldstraat;111

B6633AD;Exampleland

Dienstverband
Type
Tijdelijk
12 uren per week

Functie

Salarisgegevens

Maandloon

£ Vorige

Modifying employee details:

(4) Controle

Adres
Morseweg;5

8503 AD:Joure

Legitimatie

Nee

Email

voorbeeld @example.n|
Veilig mailen

Ja

Telefoon

Mobiel

0650403020

Periode
Start:01-04-2021

Eind:;30-04-2021

No-risk

If you want to change the employee's details, you can easily do so via the
'Employees’ tab or quickly search via the hamburger menu on the left side

screen.

[ arbodienst
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ﬁ Dashboard E Actielijst 20

34 Werknemers By Dossiers |éa  Rapportages

Actief dienstverband Inactief dienstverband

Q -~ Go Rijen 15 # Acties v
m = Maam Organisatie-eenheid M/v Geboortedatum E-mail Telefoon
[ +] B & Hand Le ding ‘ Demo omgeving - VC en MO Q 07-07-1977 voorbeeld@example.nl of
m :v’ Handleiding Compasity Demo omgeving - VC en MO Q 08-08-1988 voorbeeld@example.nl o

This will take you to the employee file of the employee in question.

Under the 'General’ tab, you can change various personal and contact details of
employees.

Under the tab 'Employment’ you can adjust the employment contracts of employees.
Under the tab 'Dossier card' you will find an overview of any absence reports. The

'Decisions’ tab contains information if a3 WIA, WAO or wage sanction decision
applies.

Werknemer

. Algemeen Dienstverbanden &= Dossierkaart (o)

* -
Werkgever > > Compasity Afdeling 1 &=

Beschikkingen

Persoonsgegevens
*
Voorletters T

Voornaam Tinus

Tussenvoegsel Achternaam Tester

Geslacht Gendemeutraal Q) Man Geboortedatum 10-10-2000 =
Onbekend Vrouw

Voorkeurshantering Uniek werknemernummer

Opmerkingen

* = = *
Postcode Nr Toevoeging Straat Woonplaats * Land
1234 NL 1 Teststraat loure Nederland
¥ *
Email: Veilig mailen Telefoon mobiel: Telefoon vast:
@compasity.nl +31
[ ] arbodienst
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Tab 'files' (5)

This selection can be sorted into 'Open files’, 'Closed files' and 'Recent files'.

By clicking on the name of the employee, you go to the employee details (green
box). On the far right of the screen, you can see how far the sick report has
progressed compared to the period of the Gatekeeper Improvement Act (purple box).

A Dashboard B Actielist

385 Werknemers B Dossiers |&a  Rapportages B onsbedrif == Mijn portaal

IOpen dossiers  Gesloten dossiers  Recente dossiers I

[rewveevervrv

By clicking on the icon on the left, ® you can open the file in question (blue box).
You will then be taken to the screen as shown in the image below:

mpasity -ar

i -_—
E Dossier 137038 - Tinus Tester T ————

i L e & 8 8

You can see the timeline of this case on the left side of the file. In this timeline you
will find an overview of all appointments, documents and notes related to this file.

In the box on the right, you can see the details of the employee in question. You can
also add notes, tasks, attachments, contacts, and more.

[ arbodienst
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To add a task to a file:

In the file, you can add tasks, among other things. This allows you, for example, to
draw your attention to a note or appointment that you have made.
When you are in the relevant file, you can click on the icon in the right column in the

taskbar menu to create a task (see image below).

mpasity - or

E Dossier 137038 - Tinus Tester

You will now see an overview of the active tasks with their status completed/not
completed (see image below).

mpasity -or

E Dossier 137038 - Tinus Tester

You can edit tasks more actively by clicking on the * icon.

Click on the 'New task' button at the top right (above the completed tasks).
You'll see the screen below:

[ arbodienst
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Taak X

Titel

Omschrijving

b

Uiterlijke afronden

*
Uitvoerende rol &

Eeheer

HR

HR Qperations
Keurling

Leidinggevende

Annuleren

When you create a new task, it is mandatory to give it a title. Under 'Description’,
briefly write down what the task entails so that it is clear to the person reading it.
Give a due date for this task, and then choose the executive role for this task (i.e.,
who is this task for?). Finish by clicking 'Save'. The task has now been created and
can be seen in the 'Active tasks' list.

[ arbodienst
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To add an attachment in a file:

You can add attachments to a file. Open the relevant file to which you want to add

an attachment. Click on the % icon. You will then be taken to the screen below.

mpasity - o OF  feeaes® R DISEHWEP®  O)Uiogoe

]

7
E Dossier 137038 - Tinus Tester © Eerste verzuimdag 01-09-2023 0

[
! -
Tines Toster T ———
T0-10-co0
Werkgever
Compasty Ardsing
e j e e . compasityal No Risk policy
= ] wn-31e !
e o ——
. Tester
ase 1 - 07.09-2023
. v =[a]n s
Gekoppelde bestanden
e
Bestanden
&2
2] Bebijk Omschtjving Uploaddatum
@ o
]

Attachments that are already in there can be viewed immediately when there is an
@ jcon in front of them. Click on the @ icon to view this attachment right away.

To create a new attachment, click on 'New'. You will then be taken to the pop-up
window below.

mpasity - oe

. - o Besland upload x
m Dossier 137038 - Tinus Tester g Eerste verzuimdag 01-09-2023 @

Q Search Fiter V. Al gebruers
. Uniek werknemernummer
Bestand Bestand kiezen _
= weret gedisee
Fase 5 - 28-06-2024 S e
...... — Compasity Afdeling 1

Fase 6 - 25-04-2025

No Risk policy.

£a50 7 - 29-08-2025

Fase 1 - 01-09-2023

Fase 2 - 06-10-2023

Fase 3 - 01-12-2023

Fase 4 - 1-03-2024
12-09-2023 | UWV Document - Plan van Aanpsk \/ 2023 - Admin Com - _
Arruleren Upstaan | Upstaan en eawe 3

15082023 | Medewerker is 2 weken ziek dmschrijving Uploaddatum

n Aanpak WIA opstellen = ® s 12.08.20m
+ arbodienst = .
pess—” =
i
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First, set when you want this attachment to appear on timeline. Then provide a short,
clear description of the attachment and select the authorization.

Click on the 'Add file' button to find the relevant attachment. The preferred file
format is PDF. This is because these files are easy to view via the < icon. Other files
must first be downloaded by the reader.

As a last option, indicate whether you want to give the employee access to this
attachment. Then click "Save" or "Save & New" to add another attachment.

Composite absenteeism report to WAZO

Those who are pregnant and working or receiving benefits are entitled to maternity
leave and maternity pay. And after giving birth, you are entitled to maternity leave
and a maternity allowance.

Below you will find information about the three different ways in which you can
register & composite absence report in Absenteeisrn Coach. This concerns the
combination of absenteeism and pregnancy.

Scenario 7 - absenteeism before and after the WAZO period.
Scenario 2 - absenteeism in the follow-up of 3 WAZO period.
Scenario 3 - from an absence period to WAZO period and then to recovery.

Scenario 1 - absenteeism before and after the WAZO period.
In @ composite absence report relating to a WAZO period, there is already an absence
file before an employee actually enters her WAZO period. Below we go through this

scenario with a test employee:

On 1 January 2021, an absence report was submitted to this employee in
Absenteeism Coach. A file has been created for this purpose (see image below).

ssssss

When the employee starts her WAZO period on 3 January, you can reqister this by

. Deel)herstel meld . .
clicking the button eitriel meden & (see the blue arrow in the image above). You
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will now automatically be taken to the recovery window as shown in the image
below.

(Deennerstel melden x

Personalia

Roepnaam Tussenvoegsel Achternaam Geboortedatum

Hand Leiding 07-07-1977 (44)
Contact info

E-mail Telefoon Mobiel

voorbeeld@example.nl 000000000

Startdatum © Registratiedatum 06-05-2022

Melding & Reden sluiten

Opmerkingen

Niet toegestaan madische data in te geven.

Einde dienstveriening

Postcode Huisnr, Telefoon
T7122HL 88

In the image above, you indicate in the blue box that you want to close the file
together with the date that applies here. Now you will be given the option to specify
a reason in the selection menu. Select 'Maternity leave entry' and then click 'Save'.

You will now automatically go to a new screen where you open a new file, see image
below. Check whether the 'Reason’ checkbox is set to 'Maternity leave' and whether
the date of the start of the WAZO period is correct. (blue frame in image). Then save
the file.

Dossier openen

Registratie ziekmelding
Naam H Leiding
Melddatum 06-05-2022
Reden " nangerschapsvero

Email Telefoon Mobiel Geboortedatum

voobeeld@example.nl 00000000 07-07-1977 (44)

postcode Huls nr.
TI22HL 88
straat Plaats Land

Handleidingstraat Handleidingplasts Metherlands

Verpleegadres Ok e

If you then open the card in the employee file, you will see the screen as shown in
the image below.
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Blue box = first file (1stabsence notification) where the first line is about the opening
of the absence file. The second line indicates that the absenteeism file is closed
because maternity leave has commenced.

Red box = maternity leave file. This is @ new file that is separate from the previous
absenteeism file.

Werknemer

E Algemeen ] Dienstverbanden = Dossierkaart Beschikkingen
Qv Go | Adiesv
Status Dossiernummer Dossier type Startdatum Einddatum Duur (dagen)
- B 116886 Verzuim

a8 B 116885 Zwangerschap

Sluiten

In this scenario, the maternity leave ended on 5 January 2021, but the employee is
not yet able to work because the complaints of the first absence report are still
present. The image below shows that the employee's maternity leave file is closed:

(Deehhersiel melden

Personalia

Roepnaam Tussenvoegsel Achternaam Geboortedatum

Hand Leiding 07-07-1977 (44)

Contact info

E-mail Telefoon Mobiel

voorbeeld@example.nl 000000000

Startdatum 06-05-2022 ] Registratiedatum 06-05-2022
Melding i

rstel
® Dossier sluiten

Reden sluiten Ingang zwangerschapsveriof

Opmerkingen

Niet toegestaan medische data in te geven.

Postcode Huisnr,

Eind disnstverisning

Telefoon

T7122HL 88

After you have closed this file, you will automatically be taken to a window in which
you can submit a new absence report. Because this absence is related to the

absenteeism file from before the maternity leave, you want to link this file to the file
before that.

In the image below, select the desired file under the blue arrow that you want to link
and check in the blue box whether the correct absence notification has been selected
and the date has been entered correctly. Then click on 'Save'.
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Daossier openen b

Registratie ziskmelding

Naam EPle

Melddatum 06-05-2022

Reden Verzuimmelding ] Te koppelen dossiers » |-v-e:zu'|‘*.dcssier; 116817 - Start: 03-05-2022, gesloten weg ¢
Gesloten verzuimdossiers binnen 29 dagen worden isch heropend en gek Idl

1e ziektedag 20-05-2022 =

‘Verwachtte duur Dagen s Verwachtte einddatum
Valt de werknemer onder een vangnetbepaling van de ziektewet? = Oz ® Nee

Is er sprake van regresrecht? * Ok ®Nee O

Is er sprake van een arbeidsongeval? Oz @ Nee

Opvolgactie

Contactpersoon bij de werkgever Geen contactpersoon bekend

Extra informatie

Miet toegestaan medische cata in te geven.

E-mail Telefoon Mobiel Geboortedatum

voorbeeld@example.nl 000000000 07-07-1977 (44)

The first file containing the absence report now looks like this (see image below). In
the blue box, you can see that this file was started with an absence report. This is
then transferred to a WAZO period and ends in an absence report.

Werknemer info en acties

Naam Adres:

Hand Leiding Handleidingstraat 58
07-07-1977 T722HL

Uniek werknemernummer: Handleidingplaats

- Werkgever

E-mail: Demo omgeving - VC en MO
voorbeeld@example.nl Functie

Telefoon: -

000000000 No Risk policy

i J o ¢ B

Dossier shiten @ Details

Type Verzuim Status Actief

Eerste ziektedag 03-05-2022 Betermelding

Overzicht meldingen
Q- Go (Deel)herstel melden Sk

Datum Opmerking Herstelp Uren L Reg. datum Melding

09-05-2022 Initiele ziekmelding 0.00% L ¥ 09-05-2022 Nieuwe ziekte periode

Ingang zwang

05-05-2022 Initiele ziekmelding 0.00 % - - 06-05-2022 Nieuwe ziekte periode

Scenario 2 - absenteeism in the follow-up of 8 WAZO period.
In this scenario, an employee becomes ill within a WAZO period. The absence

notification must then be entered after the WAZO period.
On 1 January 2021, a file was created for this employee for 3 WAZO period.
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On 12 February 2021, the WAZO period ended, but the employee reported her
absence for this. Click on 'Close file' within the existing file, see the blue arrow in
the image below.

Dossier 116851 - Comp Asity @

00000000077

i J ® & 52 B

Type Zwangerschap Status Actief

Eersto zicktadag 05.05-2022 Botermelding

The 'Report (partial) recovery' window will then automatically appear.

Check in the blue box (see image below) that the correct start date is selected. Then
select 'Absence after the end of maternity leave' at the blue arrow. Now click on
'‘Save'.

(Deeljherstel melden X

Personalia

Roepnaam Tussenvoegsel Achternaam Geboortedatum

Comp asity 07-07-1777 (244)

Contact info

E-mail Telefoon Mobiel

voorbeeld@example.nl 00000000077

Melding
Startdatum ' 09-05-2022 [ Registratiedatum 09-05-2022
Melding * @® Dossier sluiten Reden sluiten Verzuim na eind bevallingsverlof &

Opmerkingen

Niet toegestaan medische data in te geven.

Adres
bl

Now a new absence window will open where you can report 3 new absence, see
image below. Again, check the correct reason and select the date in the red box. Fill
in the interruptive information about the absence, and then save the notification.
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Dossier openen %

Registratie ziekmelding

Naam C Asity
Melddatum 09-05-2022
Reden * Vermimmelding +]

Gesloten verzuimdossiers binnen 29 dagen worden automatisch heropend en gekoppeld.

Te ziektedag 09-05-2022

Verwachtte duur Dagen B Verwachtte einddatum
Valt de werknemer onder een vangnetbepaling van de ziektewet? N Oz @ Nee

Is er sprake van regresrecht? 3 Ola @ Nee

Is er sprake van een arbeidsongeval? " Ola ® Nee

Opvolgactie

Contactpersoon bij de werkgever Geen contactpersoon bekend

Extra informatie

Niet toegestaan medische data in te geven.

In the employee's file card, you can now see the overview as shown in the image
below.

Blue box = start of the WAZO period and the end of the WAZO period with absence
notification.

Red box = start of new absenteeism file.

Werknemer x
e :
Algemeen B Dienstverbanden P-'- Dossierkaart Beschikkingen
Q- Go Acties ™
Status Dossiernummer Dossier type Startdatum Einddatum Duur (dagen)
& Verzuim 05-05-2022 = 4

8 B 116855 Zwangerschap 20-05-2022 7

Sluiten

arbodienst
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Scenario 3 - from absence to WAZO and to recovery.

In this scenario, there is already an absence notification before the employee enters a
WAZQO period. After the WAZQO period, the employee has recovered.

The absence notification was made on 1 April 2021 (see also the blue box in the
image below).

Dossier openen

Registratie ziekmelding

Naam Z Wanger
Melddatum 09-05-2022
Reden Verzuimmelding

Gesloten verzuimdossiers binnen 29 dagen worden automatisch heropend en gekoppeld.

1e ziektedag 09-05-2022

Verwachtte duur Dagen : Verwachtte einddatum
Valt de werknemer onder een vangnetbepaling van de ziektewet? “ Ola ® Nee

Is er sprake van regresrecht? : OJa ® Nee

Is er sprake van een arheidsongeval? : Ola @ Nee

Opvolgactie

Contactpersoon bij de werkgever Geen contactpersoon bekend

Extra informatie

Niet toegestaan medische data in te geven.

On 14 April 2021, the WAZO period begins. To register this, open the previously
created absence report and press the 'Report (partial) recovery' button (see the blue
arrow in the image below).

Dossier sluiten @ Details

Type Verzuim Status Actief

Eerste ziektedag 09-05-2022 Betermelding

Overzicht meldingen
Qv Go {Deel)herstel melden Mk

Datum Opmerking Herstelpercentage Uren Loonwaarde Reg. datum Melding
09-05-2022 Initielz ziekmelding 0.00 % - - 09-05-2022 Mieuwe ziekte pericde

1-1
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You will now automatically be taken to the recovery screen as shown in the image
below. Enter the correct date in the blue box and select the 'Close file' option.
Under 'Close Reason' you will now be given a number of options; choose
‘Commencement of maternity leave' (see blue arrow) and then click on 'Save'.

(Deeljherstel melden

Personalia

Roepnaam

Zarah

Contact info

E-mail

voorbeeld@example.nl

Tussenvoegsel

Startdatum

Melding *

09-05-2022 &=

O Deelherstel

® Dossier sluiten

Opmerkingen

Niet toegestaan medische data in te geven.

[ arbodienst
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Achternaam

Wanger

Telefoon

Registratiedatum

Reden sluiten

Geboortedatum

07-05-1977 (45)

Mobhiel

000000000

09-05-2022

ngang zwangerschapsverlof

2


http://www.compasity.nl
http://www.medprevent.nl

You will now automatically be taken to @ new absence screen as shown in the image
below. Check in the blue box whether 'Reason’ has 'Maternity leave' selected. Also
check that the correct date has been entered. After that, save the notification.

Dossier openen
Registratie ziekmelding
MNaam EPle
Melddatum 05-05-2022
Reden G Zwangerschapsveriof
1e ziektedag 13-05-2022 [
Contactpersoon bij de werkgever Geen contactpersoon bekend s

Extra informatie

Miet toegestaan madische data in te geven.

When you go to the file card of the employee in question, you will see your screen as
shown in the image below.

The top blue box indicates the start date of the first absence notification and the
bottom blue box indicates the end date of this absence notification with the start of
maternity leave.

In the red box you can see the new file for maternity leave (WAZO period).

We are now going to report the end of this employee's WAZO period. To do this,
open the last file with 'Commencement of maternity leave' by clicking on the icon
in the red box®@

Werknemer x
Algemeen 1 Dienstverbanden [ — Dossierkaart Beschikkingen
[ ] —4
Q- Go
Status Dossiernummer Dossier type Melding type Datum Verzuimpercentage Duur (dagen) Opmerkingen
& B 143368 Verzuim Nieuwe ziekte periode 01-04-2021 100 13 Initiele Ziekmelding
- B 143372 Bevallingsverlof ingang bevallingsveriof 14.04-2021 - Openstaznd
a B 143368 Verzuim ingang bevallingsveriof 14-04-2021 - Openstaznd

Sluiten
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You will be taken to the screen below

. Click on 'Close file' (blue arrow).

n Dossier 143372 - Tanja Tester (Testgebruiker) @

Dessier: 143372

Twe Bevallingsverlof

Eerste ziektedag 4-04-2021

Test De Slagerij 222

Actief

You will now automatically be taken to the new window 'Report (partial) recovery’
as shown in the image below. Check the date in the red box. Then choose from the
selection list: 'End of maternity leave' (blue arrow). Save the notification now.

(Deeljherstel melden

Personalia

Roepnaam

Tanja

Contact info

E-mail

tanjatester@test.nl

Tussenvoegsel

Startdatum * 20-04-2021
Melding - ® Dossier sluiten
Opmerkingen

Niet toegestaan medische data in te gaven.

Postcode

TTTILK

Annuleren

Huisnr.

nz

Achternaam

Tester (testgebruiker)

Telefoon

Registratiedatum 20-04-2021

Reden sluiten

Telefoon

Geboortedatum

11-08-1989 (31)

Mobiel

0611223344

=)

When you now go back to the file card of this employee, you will see the image

below.

In the red box, you can see the absence notification prior to the WAZO period.

In the yellow box, you can see the start of the WAZO period in a new file.

In the blue box, you can see the end of the absence notification of the file.

In the green box, you can see the end of the WAZO period and the closure of the

file.
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Werknemer
|

H Algemeen ] Dienstverbanden = Dossierkaart Beschikkingen
|
Q- Go
Status Dossiernummer Dossier type Melding type Datum Verzuimpercentage Duur (dagen) Opmerkingen
I - B 143365 Verzuim Nieuwe Ziekie periode 01-04-2021 100 13 Initiele ziekmelding 1

- B 143372 Bevallingsveriof ngang bevalingsveriof 14-04-2021
- Verzuim ngang bevallingsverlof 14-04-2021 - Openstaand
- Bevallingsverlof Eind bevallingsveriof 20-04-2021 - Cpenstaand

Sluiten

Tab 'Reports’ (6)

When you click on the 'go to reports' button, you will be taken to the reporting
environment.

The authorization is based on the user's profile. Are you a user with @ medical
profile? Then you have access to all reports. Are you a user with an 'employer’
profile? Then you only have access to reports that are known in the employer portal.

In the employer portal, several options are possible within the reporting module:

e Comparison Reporting

e Absence duration classes
¢ Absenteeism rate

e Reporting frequency

e Download reports

{3y Dashboard $=  Actielijst 2{ Werknemers & Dossiers MM Rapportages ‘ Ons bedrijf <= Min portaal

Ga naar rapportages ]

mpaSIty 2, ADMINAP ¥

O uttioggen

Welkom bij de rapportages.

Kies in het navigatiemenu de gewenste rapportage.
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1. Reports - Comparison Reporting

With this option, you can easily compare all reports that can also be made separately
here, namely:

Absence duration classes
Absenteeism rate
Reporting frequency of illness (frequency of absence)

To draw up a comparison report, start by setting up the employer and/or department
(see image below).

At the bottom of the heading 'Absenteeism’ (top left of the screen) you can filter the
employer on which you want the report to run in the options bar.

You can then choose a specific department to the right of the screen.

At the top, you can first set up the absence report. This report compares the absence
rate, the percentage of absence days of the available days, for the reference periods
month, year and the average from the last twelve months, use the selection box next
to the search field to change the comparison.

Choose the year over which you want this absence report to run. Click on 'Refresh
report’.

m p asl t y CMP  Feleases @) 2 DESIGN.WGP ¥ () Uitloggen

Verzuim —v

Geselecteerde bedrijven en afdelingen
& Compasity Holding

v

B Compasity Werkgever 1
@ Compasity Werkgever 2

Verzuimpercentage

Deeze rappurlage ver geljkl hel veres

After that, you will immediately see the report on absenteeism percentage as shown
in the image below.

At the Q> icon you can set certain search criteria in this report. If you don't use a
graph, but only the data, you can bring up certain data or, for example, names in this
report.

In addition, you can set "Main Report” or "Month by Month and Annual Average."
Under 'Actions’ you can divide certain columns and, for example, download the
report. For additional information on how to download, please see the heading
'‘Download report' at the end of this chapter.
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mpasity o c—m Armwmo @

Deze rzpportage vargeljkt het ve: het percentage verzui iagz maznd, jaar en het gemiddelde uit de afgelopen tuzalf maanden. Gebruik het selectisvak
naast het zockvak om de vergeljking te wiizigen

Jaar m-o-m

See image below.

Under Edit Chart, you can change special actions and the look of the chart. Click
'Apply' to set your choices.

At the green box next to it, you can set a filter for the graph data. Click 'Apply’ to set
your choices.

mpasity =0 rmm Srewme @

Deze rapportae veraelijkt het verzuimpercentage het percentage verzuimdagen van de beschikbare dagen, voor de referentisperiodes maand, jaar en het gemiddelde Ut de afgelopen twaalt maanden. Gebruik het selectievak
naast het zoekvak om de vergelijking te wiizigen,

Jazar m-o-m
03 &
Qv Go  1.Hoofd rapport ¢ B . | Aciesv Ververs rapportage
v M Wizig Grafiek X Grafiek = oy" s
Grafiek x .
Filter X
= o N
= s %
=) ) [T Kolom =i
Bar Taart Regel
Label As ttal voor bal Kolom Operator Expressie
Periode Grafiek v o= v Yoy v
Annuleer Vervijder Toepassen

After this, you can set the frequency of reporting sick and the duration of absence
in the same way. To show the data or graph, first choose 'Main report’ or ‘'Month by

Month' or 'Annual average' and click on the SR or 0l icon to show the data. After
that, you can start adjusting the data or graph in the same way (see image below).
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m pa Sl t y CMP  Releases(D) 2 DESIGN_WGPY () Uitioggen

2 Wer Verzuimfrequentie
@ Deze rapportage vergelijkt ce verzuimfrequentie, het gemiddeld aant. Idingen per werknemer, voor de refers maand, jasr en het gemiddelde uit de afgelopen twaalf maanden. Een ziekmelding valt in de
vergelijingsrapportages referentieperiode indien de ziekmelding hierin startte. Gebruik het sel naast het zoekvak om de vergelijking
Q- Go | Kool rapport ¢ E Acties v/
or Stondaard
¥ » 1. Hoofd rapport
v il crafek = vor 2.Maanc op Maznd en Japroc middelde

Periode Verzuimfrequentie Feriode Dt Grafiek

v G0 mectarppon f OB de Ay Ververs rapporizge &3

2. Reports - Absence duration classes

The duration of the absence is the number of calendar days from the first day of
absence to the recovery date/end date.

See number 1 in image below:

First of all, you can select the period over which you want the report to run. In
addition, you can select the desired age cateqgories.

If you want to select the report including safety net, you can also indicate this.
Then press the 'refresh report’ button to display the results.

At the ‘'Info’ button you can find information about the different absence duration
classes.

See number 2 in image below:

In the first column you can make a selection of how you want to look up these
different data. In the second column, you can choose the report type: 1. Main
Report, 2. Percentage higher than 14% or 3. Distribution within reporting period
At the 'Action’ button , you can adjust various overview options, but you can also
download reports, save them or designate subscribers.
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3. Reports - Absenteeism rate

The absenteeism rate is calculated by the total number of sick days of the employees
(in percentages), of the total number of available calendar days in the reporting
period.

See number 1 in image below:

In the first marquee, you can select the period over which you want the report to run.
The second marquee allows you to select specific ages. As a final option, you can
also indicate whether you want all employees including the safety net to be included
in the report. Then click Refresh Report to view the data you want.

See number 2 in image below:
This box indicates 2 standard filters that you can check or uncheck. 'Absenteeism
rate > 0' shows the report of only sick employees.

Please note that the total average is only about the absenteeism population and not
the entire population!

If you tick 'Employer’, you will see the list of absences per employer/department.
This allows you to see the difference per employer/department.
Now you get an overview of the absenteeism percentage based on your preferences.

It is important that all employees have a valid employment contract, the correct
working hours, correct processing of absenteeism and/or improvement reports and
full-time hours entered in their file. This way you get the right results within this
report and a clear overview.
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mpasity

Again, you can use the various filters to adjust the

Verzuimpercentage
*

Relezses (0 & v Outogen

Rapporteer van

o1-01-2024

Ym n

v

Leeftijdscategorie

@ [ B
Q~ Go | Rien 50 & | Acesw Ven
Naam Leeftijd Contract urem Tapportage
40 366 00'%
1033 4 Gemiddelde: 38 14
Werkgever ; Demo VE en MO - afdeling 1

reporting (see image below).

For the 'Absenteeism percentage' bar, you can also choose a specific color setting.

mpasity

O Home

Werkgever

Vergelijng s

CMP  Roloases (0) R DEsiGNwep¥ () Urtloggen

Verzuimpercentage
Groeperen x
O - e Sun
Aan
Rapportage A
Aan
Rapporteer van tm e Inclusief vangnet
[or-022023 CINEEE = -
aan
Qv Go Mia=dl 50 | & J A 4 Ververs rapportage O3
Avnuiser Toapassen
v = Verzuimdagen > 9 —| x ® E Werkgever _I X Verzumpercentage = 100 *I
— v . — v -
—— 5 waan g Tipo
Mkolom =1 = & Feli
201 gt o 10000 %
Kolom Operato Expressie Achsgrandeu P
Verzuimdagen . o . 294 sucases 2 2 Aa 4607 %
conan By 220
[— gemiddelde: 73.03 %
——
Annulaar Vervijder Tospassen e o
Naam  Leettid ComtractUren Standaard Uren Kalenderdagen Besc] age
Henk de Mus 2 22 204 | 5408 %

arbodienst
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4. Reports - Reporting frequency (absenteeism frequency)

See number 1 in image below:
Select from which period you want to show the report. In addition, you can select
age cateqories.

See number 2 in the image below:

Here you can make certain selections in the view of your report, such as the number
of columns. Then click on 'Refresh report'.
Now you will see the custom report.

mpasity

Ziekmeldingsfrequentie

»»»»

Werlgevar Naam Werlmemer Lesftj Aantal Maidingsn

5. Download rapportages

This option is available from any reporting overview.

Click on the 'Actions’' button and then choose 'Download’. From that action you
will get @ window with the available download files: CSV, HTML, Excel, PDF and
(depending on whether this has been set up by your health and safety service)
email.
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Usually, the file is downloaded as a CSV file. A CSV file is editable with

Excel. CSV stands for ‘comma-separated values'. Most of the time, Excel does
recognize the comma separation and turns it into columns right away and you can
get started right away. See image below.

A B L 5] E F € H |
I |WErkgever _lNaam Leeftijd Kalenderc BeschikbaVerzuimd Verzuimpercentage

! |Test De Slag Zaza Zebr: 10 30 18 18 100

i |Test De Slag Test Mede 7 30 & 1,6 26,7

L |Test De Slag C. Lama - | 40 30 30 1] 1]

i |Test De Slag Zoef de H; 40 30 24 0 0

¥

Sometimes this is not the case. You will then see columns separated by ; or ,. If this
is the case, do the following:

CSV without columns can be converted quite easily with the help of Excel. Download
the file and then open a new worksheet in Excel and click on 'Data’ in the bar at the
top.

Then click on 'From Text/CSV'. Then select the CSV file you want to convert. The
rest is pretty much automatic.
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Gegevens ophalen en transformeren Query's en verbindingen

You can also separate the columns from the CSV file. The following link from
Microsoft Excel is available:
https://support.microsoft.com/en-us/office/split-text-into-different-columns-with-
the-convert-text-to-columns-wizard-30b14928-5550-41f5-97ca-7a3e9c363ed?

6. Insurers

Under the tab 'Insurers’ you will find all data/files that can be forwarded to the
insurers.
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Tab 'Our company’' (7)

In the 'My company’ tab you will find all the information about your company

and the specific settings in Absenteeism Coach.

In addition to company details, you can also assign contacts per department,
addresses, roles per contact under the other tabs, set insurance and retention

periods for this company.
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In the 'My portal’' tab, you can set which tasks you receive an alert for.
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