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1 WHAT IS KELIO? 

Kelio is an automated time management solution that allows users to: 

• Consult schedules in real time; 

• Monitor the actual working time; 

• Clock in/out and indicate attendance; 

• Keep track of leave allowances and make absence requests; 

• Use the balance formula if this has been set up. 

2 HOW DOES IT WORK? 

The reference schedules are assigned to each employee using the time 

management formula. The system will then be given the task of collecting 

the daily data (clockings, attendance indications, absence types, etc.) and 

then making the calculations. 

 

 

 

 

 

3 LOG IN 

Access to the portal is controlled by the user’s login and password. All modules and suggested features depend on individual user rights. 

 

   

 

 

 

 

 

  

ACCESS KELIO 

via the connection 

link provided by my 

HR department 

LOG IN 

I enter my login 

codes 

 

VALIDATE 

I am directed to 

the Kelio portal 

 

Password 

Identifier 

Validate 
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4 ACCESS THE KELIO SOFTWARE PORTAL 

 

• Available on all devices  

• Fully customisable: your portal may not look like this one! 

• With updated indicators 

• And a to-do list 

. 

  

This portal provides 

you access to the 

different software 

modules. 

In most cases, access to applications is restricted, 

e.g.: 

• My account is linked to a workstation; therefore, I cannot 

log in from another PC. 

• I’m not allowed to consult my T&A results (leave balance) 

from a Smartphone. 

• I am not in the geographical area in which clocking in is 

authorised. 

• I only access the virtual clocking terminal when I’m 

remote working. 
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5 CLOCK IN/OUT 

5.1 Make a simple clocking from the portal 

 

Once connected, I can clock in/out in 1 click! 

 

 

From a computer 

 

I click on Start/End to clock in/out . 

 

A message informs me of the recorded action (entry or exit) and the 

time of the action . 

 

 

 

 

 

 

From a touchscreen device 

 

I click on Start/End to clock in/out . 

 

I authorise geolocation*. 

 

A message informs me of the recorded action (entry or exit) and the 

time of the action . 

 

 

 

 

 

 

 

 

  

1 

2 
3 

2 
3 
4 

For more actions, I click on Access the 

complete application and follow the 

steps below 

* Depending on whether this feature has been set up 
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5.2 Make a virtual clocking 

. 

From a computer 

 

I select the virtual clocking terminal by clicking on the 

tile or going through the navigation menu  

My Workspace > Virtual clocking terminal or by clicking 

on Access the complete application. 

 

I clock in/out . 

 

I clock an absence* . 

 

I clock a break* . 

 

I consult the balance* . 

 

 

From a touchscreen device 

 

I select the virtual clocking terminal by clicking on the 

tile or going through the navigation menu  

My Workspace > Attendance or by clicking on Access 

the complete application. 

 

I click on Start/End to clock in/out. 

 

I click on Start/End an absence/business leave to clock an absence*. 

 

I authorise geolocation*. 

 

A message informs you of the recorded action (entry or exit) and the 

time of the action. 

 

I consult the balance*. 

 

 

 

For managing the balance: The balance is negative at the start of the day; it 

is debited by the daily contracted time and will be credited throughout the 

day according to the actual working time. 
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* Depending on whether this feature has been set up 

If the lunch break is not clocked, the 

system will be able to deduct it 

automatically*. 
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5.3 Make a clocking declaration 

 

 

 

From a computer 

 

I select the time entry screen by clicking on the tile or 

going through the navigation menu  

My Workspace > Attendance declaration. 

I select the week to be viewed . 

 

I enter the time to be declared in the free fields without taking into 

account the chronological order of the schedules . 

 

I validate. The request is sent to the validator . 

 

 

 

 

 

From a touchscreen device 

 

I select the time entry screen by clicking on the tile or 

going through the navigation menu  

My Workspace > Attendance. 

I click on Declare an attendance. 

 

I select the day to be viewed . 

 

I enter the time to be declared in the free fields without taking into 

account the chronological order of the schedules . 

I validate. The request is sent to the validator . 
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When should I make a clocking declaration? 

 If a problem occurs when clocking 

 If I have forgotten or if it was impossible to clock 

Consult 

completed 

clocking 

declarations 
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For more actions, I click on Access the 

complete application and follow the 

steps below 

6 INDICATE MY ATTENDANCE 

6.1 Make an attendance indication form the portal 

 

Once connected, I can indicate my attendance in 1 click! 

 

 

From a computer 

 

I click on Indicate your attendance / departure* . 

 

I indicate whether the daily rest has been respected. I'll only be 

asked this question once a day. 

A message informs me of the recorded action . 

 

 

 

From a touchscreen device 

 

I click on Indicate your attendance / departure* . 

 

I authorise geolocation*. 

 

I indicate whether the daily rest has been respected. I'll only be 

asked this question once a day. 

A message informs me of the recorded action . 

 

 

 

 

 

 

 

  

1 

2 
3 
4 

2 
3 
4 
5 

* Depending on whether this feature has been set up 
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6.2 Make an attendance indication form the application 

 

From a computer 

 

I select the virtual clocking terminal by clicking on the 

tile or going through the navigation menu  

My Workspace > Attendance indication. 

 

I indicate my attendance . 

 

I check the box if the rest time has been respected* .

From a touchscreen device 

 

I select the virtual clocking terminal by clicking on the tile 

or going through the navigation menu  

My Workspace > Attendance. 

I click on Indicate your attendance. 

 

I authorise geolocation*. 

 

I check the box if the rest time has been respected*. 

 

A message informs me of the recorded action. 
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* Depending on whether this feature has been set up 
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6.3 Make an attendance declaration 

 

  
 

From a computer 

 

I select the attendances entry screen by clicking on the 

tile or going through the navigation menu  

My Workspace > Attendance declaration. 

I select the week to be viewed . 

 

I check the box for the period to be declared . 

 

I check the box if the rest time has been respected* . 

 

I add a comment . 

 

I validate. The request is sent to the validator . 

 

 

 

 
 

 

From a touchscreen device 

 

I select the attendance entry screen by clicking on the 

tile or going through the navigation menu  

My Workspace > Attendance. 

I click on Declare an attendance. 

 

I select the day to be viewed .  

 

I check the box for the period to be declared . 

 

I check the box if the rest time has been respected* . 

 

I add a comment . 

 

I validate. The request is sent to the validator . 
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When should attendance be declared? 

 If I have forgotten or if it was impossible to 

declare my attendance 

Consult completed 

attendance declarations 

* Depending on whether this feature has been set up 
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7 MAKE AN ABSENCE REQUEST 

7.1 Presentation of the Absences application features 

 

– 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Create a new absence 

request 

Consult the requests 

logfile  

Consult the estimated 

balances** 

View the pending/ 

validated/ refused 

absence requests 

Consult other employees’ 

calendar* 

Absence calendar: 

Consult absences and create 

absence and/or remote 

working requests 

Create a new remote 

working request 

* Depending on whether this feature has been set up 

**Value at the accounting year end, future absences are deducted = what I can place 
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7.2 How do I make an absence/remote working request? 

 

I select the absence calendar by clicking on the tile or going through the navigation menu  

My Workspace > Absence/Remote working request.  
 

From a computer 

 

I click on the start date of the absence . 

 

I click on the end date of the absence . 

 

I select the request type I want to make and  I validate. 

I check my balances and select the type .  

 

I check the absence entry mode and the dates . 

 

I validate. The request is sent to the validator . 

 

  

1 
2 
3 
4 5 
6 
7 

Adding a comment and/or an 

attachment may be 

compulsory!  
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From a touchscreen device 

 

I click on Make a request. 

 

I select the type . 

 

I check the entry mode .  

 

I click on the start date of the absence . 

 

I click on the end date of the absence . 

 

I validate. The request is sent to the validator . 
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To view the pending/ validated/ 

refused absence requests, I click 

See my requests.  

To consult my estimated balances*, I 

click Consult my balances.  

* Value at the accounting year end, future absences are deducted = what I can place 

Remote working requests 

cannot be made from a 

touchscreen device!  
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