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Manual
Platform



Purpose of the platform 
f lex.smelt .nl  provides cl ients with a secure and structured environment to
manage their f lexible workforce. The platform enables hir ing managers
and administrators to request,  monitor,  and approve the engagement of
interim professionals, while ensuring full  compliance with Dutch labour
regulations ( including the Wet DBA).

easily 
compliant
all  data in one platform
safe access
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Manual Structure
Getting started

Roles 

Support

Assignment compliance check 

Creating a sourcing request 

Creating a candidate 

Assignments 

Approve time sheets

Approve milestones 

Tasks 

Dashboard 

Contact details



Hiring Manager

Roles - The hiring manager
The Hir ing Manager is responsible for init iat ing and managing the temporary staff ing needs within their own

department or business unit .  Within f lex.smelt .nl ,  the Hir ing Manager can:

Complete the compliance check to assess whether an assignment qual if ies for

hir ing an interim professional under Dutch labour regulations

Hiring Manager

Submit a request for recruitment of a f lexible worker

Monitor the progress of recruitment procedures

Hiring Manager

Manage ongoing assignments, including requesting extensions, reviewing

professional detai ls and approving t imesheets and milestones

Hiring Manager

Access standard templates and example documents to support the setup of

assignments and milestone descriptions

Access and permissions are limited to the Hiring Manager’s own organization.



Roles - The company administrator
The Company Administrator oversees all  temporary staff ing activit ies within the organization and ensures internal

coordination and compliance. Within f lex.smelt .nl ,  the Company Administrator has full  access and can:

View the full  dashboard, including real-t ime insights into active recruitment

procedures, submitted candidates, total hours contracted, and budget spent

Submit and monitor recruitment requests on behalf of different teams

Monitor recruitment progress and assignment status across departments

Manage user access by adding or removing users and assigning roles

This role has full visibility and control across the entire platform environment.



Support & Contact

Click the Ask Support button located in the help

section of the platform.

Fil l  in your name, phone number and/or email  address,

and indicate a preferred t ime for us to contact you.

A member of the Smelt support team wil l  get in touch

with you as requested.

Use the "Ask Support"  Button

Smelt does not work with automated chatbots. Every support

request is reviewed and handled by a real person to ensure

accurate and professional assistance.

No chat bots

f lex@smelt.nl

Email  us directly

Office hours +  31 35 5430021

Call us directly



Click here for

Manual

Glossary

Ask for supportOn the different

platform pages are

ask for support

buttons displayed



Is the project
temporary?

Yes or No

Project to be
executed at
one's own
descretion?

Yes or No

More people execute
the same activities as
the requested self
employed
professional?

Yes or No

Clear project
description with
end points?

Assignment check
You are looking to hire temporary support but are unsure whether your assignment or project is suitable

for an independent professional (self-employed / freelancer) or an agency worker.

By answering a few short questions, you will receive immediate guidance on the available options and the

type of engagement that fits your situation best.

Yes or No



Check here

if your assignment

meets the criteria

for hiring a self employed

professional



Creating
sourcing
request

To request a f lexible professional,  simply follow the

steps on your screen in f lex.smelt .nl .

You wil l  be guided through a few f ields to describe

the assignment, t imeline,  and budget.
01

Already found a candidate?

If you have pre- identif ied a candidate, simply select the option “Pre-

identif ied candidate”  in the sourcing request.

 I f  you would st i l l  l ike to meet addit ional candidates, you can indicate

that as well

02

Create a Candidate

Use this option to manually add a candidate to an assignment or sourcing

request.   You can enter the candidate ’s name, contact detai ls,  hourly rate, and

availabil i ty,  and upload a CV if  available.

This feature is especially useful i f  you have identif ied a preferred candidate

yourself and want to include them in the process.

03

Once submitted, Smelt wil l  review your request and

start the recruitment process.04

Having trouble?

 If  you need assistance while submitt ing your request,  you can easily

contact the Smelt team through the Ask Support function in the platform.05



Fill in the fields

with your best

 knowledge,

Smelt will fill

in the missing data.



CANDIDATESCANDIDATES
All candidates in current and

previous recruitment procedures

Modify

candidate

Create a

candidate

Previous

candidate

Creating a candidate

can be done at new

sourcing request or

at the recruitment

procedure.

the system provides

space to change a

candidate 's detai ls.  For

example, available

hours or scheduling an

interview.

the systems keeps

track of candidates

introduced by your

organisation

before. The

retention periode is

l inked to the GDPR.

Found a candidate

yourself,  enter name

and email  address,

Smelt wil l  follow up for

you.

Pre- indentif ied

candidate



If you have a pre-

identified candidate

Please fill in the

data about the

candidate you

have available,

Smelt will follow

up



Current
assignments

The Current Assignments overview gives you a real-t ime l ist of

all  professionals currently working on assignments within your

organisation (or department, i f  you are a Hir ing Manager ) .

01

You can use f i lters to sort assignments by start date, end

date, job family,  or assigned professional and nature of

employment contract.

02

You can view assignments that have already been completed

by cl icking the "Closed Assignments"  button.

This section provides an overview of al l  previously f inished

assignments, including key dates and f inal status.

03

Clicking on an assignment entry wil l  open the full  record,

including assignment detai ls,  documents, t ime tracking, and

available actions.

04

Company Administrators have full visibility across all assignments within the organisation.

In this section, you can view all active assignments linked to your department or organisation.t



Check closed

assignments

Click on the

line to open

the file of

the temp

worker



Current
assignments 

Company Administrators have full visibility across all assignments within the organisation.

In this section, you can view all active assignments linked to your department or organisation.t

For each assignment, the following information is displayed:

Professional’s name

Function or role title

Start and end date

Salaries, Hourly fees, Agency fees agreed upon 

Assignment status 

      (e.g. active, pending extension, completed)

Time worked (hours or milestones)

Assigned Hiring Manager

Assignment Record 

To complete and up-to-date record of the current assignment. It
helps ensure that all conditions for compliant temporary
engagement are being met.

Within the assignment record, you can:
Check whether the assignment meets legal requirements
under the Dutch DBA law
Log and review interim evaluations
Request an extension of the assignment
Submit or upload a final reference at the end of the
assignment

Maintaining this information supports responsible, auditable and
legally sound flexible hiring.



Click to open your

current assignment



APPROVEAPPROVE
TIME SHEETSTIME SHEETS

OROR
MILESTONESMILESTONES



check the hours

declared by the

temporary worker

by opening the

pdf

approve by

clicking on

approve

In case you are in

doubt about the

hours, contact Smelt

by using ask for

support button or

calling.



TASKSTASKS
To stay compliant with industry rules, and with the

in force legislation such as GDPR, Deregulation of

Labour Relations Act,

there will  be occasional queries to check a

process and otherwise it  is important that hours

are authorised for proper administration.

For this purpose, a page has been created where

you will  f ind your open tasks.



Number of
assignments

Year to date 

Candidates 
introduced
by Smelt 
Year to date

Active
assignments

Year to date

Financial
cockpit 

Year to date 

Dashboard 
for Company administrator

https://sis.smelt.nl/detachanten/contracten/?ForceModule=313


THANK
YOU

www.flex.smelt.nl

icalmes@smelt.nl

Amalialaan 126E

3743 KJ Baarn

The Netherlands

+31 35 543 00 21

Mrs Iris Calmes

www.smeltinterim.com

flex@smelt.nl


