Instructions
adding notes
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Instructions adding notes
Within the absenteeism files, working with tasks is a handy way to keep an overview of your
work. In addition to tasks, you can also add notes to a dossier. The instructions below, will show
you how to add notes

Option 1: Add notes via the ‘Add notes’ button
Step 1
Go to www.richting.nl/inloggen and click on ‘Inloggen Xpert Suite’ below ‘Voor werkgevers’. Fill in
your account details and click on login. You will be redirected to the Xpert Suite homepage.

Step 2
Then, click on ‘Add note’ on the homepage:
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Step 3
You will be redirected to the screen below:

Click on the magnifying glass to select the absent employee by name. Then click on the 'To case
file' button.

Step 4
You will be redirected to the ‘Note’ screen shown below:

-

Click on the calendar to change the date (the current date is filled in by default).
If you want the note to be recorded in the dossier, tick the box ‘Include in progress file’.
Write down your notes in the ‘Description note’ field
Click on ‘Add note’. The note will appear by date in the task overview.
Please notice that you can edit the note by clicking on the notepad on the right. To remove
the note click on the bin icon on the right.

Pagina 3

Option 2: Adding notes via dossier
A second way to add a note is via the task overview on the homepage. This way you are
redirected to the employees dossier.

Step 1
Click on a dossier you would like to add a note to in the section ‘Task overview’:

Step 2
You will then be redirected to the screen below:

Click on the tab ‘Tasks’. Then click on the button ‘Actions’ to add a note to the employee’s dossier.
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Step 3
From the drop-down menu shown below, click on ‘Maak een notitie’. This will take you to the
‘Notes’ window. From there, follow the instructions as described under Option 1.

