
 
 
 
My Unique Clients Manual 
 
Logon Procedure  
Log on to digital time recording by using the www.unique/mijnunique.nl link. You have now navigated 
to the Unique area for timecard approval on ‘Mijn Unique’ (My Unique). Click the button for direct login 
‘direct inloggen’. The following window will appear. 
 

 
Click the button ‘Klik hier’ to log on. You will be presented a window as shown below.. When logging 
on first time, please use the log on details you have received via E-mail from Unique. Note; the system 
is “capital sensitive”, therefore please check if the Caps Lock is on/off. 
 

 
When logging on for the first time the system will ask you to change your password. Note that, to 
continue, the ‘Disclaimer’ will also require your approval. 
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Once you have changed your password and have agreed to the ‘Disclaimer’, you will receive an email 
as per the sample below. Use the link in the email to activate your account. 
  

 
 
Timecard approval  
When you log on with your new password, the following window will appear.  
 

 
Please select ‘E_WUB vandaag’ (timecard today).  
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Once the flex worker has filled out his timecard, the timecard will be ready for your approval under 
‘Doorgestuurd’ (Forwarded). 
 
 

 
 
 
By clicking year/period (blue), you will open the timecard. At the bottom of this screen you will have the 
option to either cancel, approve or reject the timecard. 
 
 

 
 
- If you do not want to approve the timecard yet, choose the button ‘Annuleren’ (Cancel). 
- If you agree to the timecard, select the button ‘Goedkeuren’ (Approve). 
- If you disagree to the timecard, click the button ‘Afkeuren’ (Reject). If you reject the timecard, you will 
have to enter the reason for rejection in the ‘Toelichting’ (Explanation) The flex worker will now receive 
the timecard for adjustment, alteration and resending for your approval. 
 
Under ‘Historie’ (history) you can check what kind of action has been taken on the timecard at what 
time and by whom, including any comments made in ‘Toelichting’ (Explanation). 


