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Log in to MyDSI
You log in to mijn.dsi.nl with the login details you received. Make sure you copy your username

exactly, including all periods, characters, and spaces. If you enter the wrong password multiple times,

your account will be (temporarily) blocked. In that case, please contact DSI.
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Change password
If you don't remember your

password or it doesn't work

anymore, you can click on

'I can't log in' and enter your

email address. You will then

receive information to create a

new password.
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The MyDSI environment for the employer offers you various options as a contact person. 

The structure of the employer portal consists of several menus: 

• Dashboard
• Certification
• Invoicing
• My details

By clicking on one of the menus you will be taken to the underlying tabs.

To log out again, click on the icon at the top right.

DSI employer portal



Dashboard

When you are logged in you will be taken to the dashboard. In the dashboard, you can manage all 

certification requests that are linked to your organization. In addition to searching and filtering, you can 

also directly invite your professionals for a certification application.

For an application for certification, a screening at DISA is a standard part of the registration procedure. 
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https://www.dsi.nl/screening/


Dashboard | Certification Request Status

At the top of the dashboard, you can see an overview of the number of certification requests in the 
various phases. A number of active statuses have been merged into the blue blocks in terms of 
numbers. You can search for the detailed statuses in the 'status' filter.
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Dashboard | Certification Request Status

 New: the applicant has been invited and a certification application has been created to be started

 Incomplete: the application is not yet complete and submitted

 Submitted : the application has been submitted to DSI and can be processed

 1st assessment: the application is being processed by DSI

 At DISA: the applicant has been invited for a Screening at DISA

 Control report: the screening report of DISA is available for verification at DSI

 2nd assessment: the application is checked for a second time on the basis of the 4-eyes principle

 Approved: the screening report has been issued and sent to the applicant. The certification application has been approved
and the applicant is (candidate) certified in one of the relevant DSI registers.

 Incomplete: the application has been submitted to DSI incomplete and has therefore been returned to the applicant 
(the applicant will be informed of this)

 Archived: Inactive Cases

By double-clicking on an employee, you can see which phase of the request they are in.
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Dashboard | Search & Invite

Here you can search the overview of the certification applications of your employees. You can send an

invitation to the employees to request a certification.

By means of the various input filters, you can select the organization and make a selection of the

employees. You can also make a selection based on status and register.
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Dashboard | View request details

Click on the employee in the dashboard whose request you want to view and click on open request.
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Dashboard | View request details

You can then see in which phase of the application the employee is. You can also change
the reference here, report the employee from employment or send an invitation.
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Dashboard | Inviting employees

You can also invite your employees (individually or as a group) to apply for a certification via the 
portal. In addition, you can add a unique attribute such as an employee number and/or a cost center. 

If you don't use the invitation tool

Employees can also apply for certification without an invitation. They can then only apply for a 
standard certification through mijn.dsi.nl. At the start of the application, the employee is not yet 
directly linked to you as an employer. They choose the employer they work for early in the application. 
Of course, they can only select employers who are also participants in DSI. Once the employer is 
selected by the applicant in the application, the application will be displayed in the portal. 
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Dashboard | Inviting employees

To invite employees to a certification via the invitation field, click on the 'Send invitation' button. You 
can invite employees in two ways:

1. Invite employees based on email addresses

2. Inviting employees via an Excel import

11



Invite employees by email address

You can add individual email addresses of the employees here and send an invitation (each time). 

Click the 'Based on Email Addresses' option and add the organization from the 'Invitation from 

organization' field.

Then click on 'add an email address' in the green bar.
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Invite employees by email address

Fill in the blanks as much as possible. In addition to the e-mail address and last name, the Participants 

package field is also a mandatory field.

Then click on 'Next' to invite the employee(s). 
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Invite employees by email address

Certification invitation email

The invitation email consists of a standard text. You can customize the invitation text yourself. It is 
important that you do not overwrite the hyperlinks. These links will direct the employee directly to the 
correct type of request. 

By clicking on 'Send', it will be sent to the employee(s) you have imported with Excel or manually added 
per e-mail address. Here you have the choice to send the invitation email in Dutch or English.
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Invite employees via Excel file

You can import a group of employees at the same time to send an invitation. 

Click on the option 'Via an Excel import' and add the organization from the field 'Invitation from 

organization'. Then click on 'Download sample template' to fill in the correct template. 
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Invite employees via Excel file

You will receive the form below. This is a fixed format.
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Then complete the list with the employees you want to invite. Save the form.

.



Invite employees via Excel file

You can look up the saved file via browsing and then import it into MyDSI. Select the (correct)

participant package before clicking on 'Import file' .

You will then see the employees you have added to the Excel form under 'Recipients'.

The package you have selected will appear under the heading Request type for the recipient.

Then click on 'Next' at the bottom right of the green highlighted box and you will be taken to the

invitation email. Your employees will each receive a separate invitation email with a link to the

application portal.
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Certification

Under the Certifications tab , you will find an overview of the employees who are registered as DSI 

Candidate Certified or DSI Certified. 

On this page you can make various mutations. For example, you can run reports, import characteristics 

and report employees from employment. 
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Certifications | Search & Export

In the search screen, you can find an overview of all your employees who are in a DSI register. You can

search by last name, registry, status, reference or registration number.

The system has a smart search system, which means that you only have to type in a few characteristics

to get a result. Via the 'export' button you can export data to an Excel file. In addition, you can also

report employees out of employment and import characteristics of employees.
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Certifications | Export data

Select the employees at once by clicking Export. An overview of the employees is then exported as in 

the example below in Excel. 

Note: you always export the data of the employees you have filtered in the search screen. If you have 

filtered on the basis of, for example, the status candidate certified, you can also export this overview. If 

you have not applied a filter, the data of all employees will be exported.
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The certification | The sorter & filters

You can also sort and filter the fields in the Certifications tab.

Sort

Click the down and up arrow next to the name of the field you want to sort.

Filter

Click on the eye to the right of the fields. You can then make a selection of the fields you want to see.

The registration number is unchecked by default and you can therefore check it yourself, for example.

Note: you always export the data as indicated in exporting data.
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Certifications | Report termination of 
employment
Click on the employee you want to report out of employment and then click on 'Report out of

employment'. Enter the date of termination of employment and click on 'Continue'. An automated

message is sent.
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Certifications | Import attributes

It is possible to add characteristics to the people within your organization. Click on 'Download 

overview' to download a list with all persons and existing characteristics. Complete the list, making 

sure that the registration number remains unchanged. Upload the enriched file to import the 

attributes.
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Invoicing

You will find an overview of all your invoices here. Here you can make a selection by, for example, 

entering the invoice date and searching for the corresponding invoice. You can also select one or 

more invoices here and export them to Excel. To refresh the invoice lines, click Update . By clicking on 

the 'Averages' button, you will see the number of average registrations invoiced per year.

Invoicing is divided into three tabs: Open invoices | Credit | All invoices
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My details

Here you will find an overview of your general details, contacts and users. Here you can also upload

your company logo and add users yourself. In addition, you can also add e-mail domains to where the

employer's statement is sent.

In addition to your organization's General Information, My Information is divided into five tabs: 

Organisation(s) | Email Domains | My DSI users | Contacts | Addresses

25



My details

General information

The general data of the participant as known to DSI. If you

want to change the details, please send an e-mail to

relatiebeheer@dsi.nl. We ensure that the data is adjusted.
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My details

Organization(s)

Here you can upload the company logo that is displayed in the DSI Public Register. Click on 'Change

image' and then upload your company logo.
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My details

Email domains

When applying for certification, in many cases a statement is sent to the employer to confirm whether

the application has 12 months of work experience with regard to the register. In this overview, it is

possible to allow only a limited number of domains, to which the 12-month request can be sent

(denk@bedrijfsnaam.nl and variants daarop_).
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My details

My DSI users

In the portal, a distinction is made between contacts and users. The contacts are managed by DSI's 

Relationship Management. The contacts can make changes in the portal and they can upload Excel 

lists. The users can be added by both DSI Relationship Management and by a contact person. A user 

can only look into the portal and cannot make any changes or invite employees.
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My details

Contacts

Entering a new contact is managed by DSI's Relationship Management. To request a new contact,

please send an e-mail to relatiebeheer@dsi.nl.
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My details

Addresses

Here you will find the address details of your organization as known to us. You can also add a new or 

additional address. You can't change or delete an address. If you want to make a change of address, 

you can send an e-mail to relatiebeheer@dsi.nl to make changes. 
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Questions & Contact

If you have any additional questions, please 

contact our Relationship Manager 

Nana Vos-Asante at:

06 868 20 907 

relatiebeheer@dsi.nl

You can also contact our Customer Care 

Officers at:

020 620 12 74 

certificering@dsi.nl
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