
 
 
My Unique Flex worker Manual 
 
Logon Procedure  
Log on to My Unique by using the link www.unique/mijnunique.nl. Click the button ‘Direct inloggen’ to 
continue. The following window will appear. 
 

 
Click the button ‘klik hier’ to log on. You will enter the window presented below. When logging on for 
the first time, use the login details you have received from Unique. Note that the system is “case 
sensitive”; therefore please check if the Caps Lock is on/off. Your login details were sent to you when 
you first started working via Unique.  
 

 
When logging on for the first time the system will ask you to change your password. Note that you will 
also have to agree to the ‘Disclaimer’ (see the below window). 
 

 

http://www.unique/mijnunique.nl


 
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 input and forward  
When you log on with your new password, the following window will appear.  

 
Please select ‘E-WUB vandaag’ (Timecard today). Via ‘nieuwe werkurenbrief’ (new timecard) you will 
enter a new timecard. When you are working on multiple assignments through Unique, please select 
your current assignment for which you wish to fill out worked hours.  
 



 
 
Please check the ‘weeknummer en jaartal’ (week number and year) before entering your hours. If this 
is incorrect, you can adjust the week/year by clicking the ‘Wijzigen’ (Adjust) button. 
 

 
 
 
If needed you can add an extra ‘urenregel’ (worked hours line) by clicking the button ‘Urenregel 
toevoegen’ (add extra line).  
 
 
 
 
 
 
 
 
 



In addition to hours worked, you can also enter your ‘Vakantie-uren’ (Holiday hours) and other ‘Kort 
verzuim’ (Short leave). See the window below for details. 
 

 
 

• Behind ‘Vakantiedagen’ (Holidays) you can fill out the number of holiday hours that you took. 
(Not in days but in hours!) 

• Behind ‘Kort verzuim’ (Short leave) you can fill out the number of short leave hours you took 
(Not in days but in hours!). 

 
At the bottom of the timecard you will find a number of other buttons. 
 
- By using the ‘Annuleren’ (Cancel) button you will leave the window and your action will not be saved.  
- By using the ‘Versturen’ (Send) button, your timecard will be sent to your manager for approval. 
- By using the ‘Opslaan’ (Save) button you can continue filling out your timecard at a later date; for 
now you will save the timecard. By saving you can return to your timecard using the button ‘Ingevoerd’ 
(Entered) in E_WUB vandaag (Timecard today). 
 
As soon as a timecard has been ‘Opgeslagen’ (Saved) or ‘Doorgestuurd’ (Forwarded) or has been 
sent back (rejected), the button ‘Verwijderen’ (Delete) will appear. With this button you will delete the 
timecard permanently. 
 
 

 
 
 
At the bottom of the timecard, all history/actions will be visible, including any comments made by your 
manager, yourself or Unique. 
 
  



 
 
Rejected Timecards 
If your manager or Unique has rejected your timecard, the reason for rejection will be stated. When 
you open the timecard the reason for rejection will be shown under history at the bottom. 
 
Rejected Timecards may be found under the button ‘Afgewezen’ (Rejected) in E-Wub vandaag 
(timecard today).  
 

 
 
Once you have adjusted the timecard, you can resend it to your manager. You may also opt to delete 
this timecard and process a new one. Please do not forget to check the week/year again when issuing 
a new timecard. 
 


