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REMOTE WORKING
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REMOTE WORKING
Improve remote working management in your organisation!
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Just like the other employees, remote workers are subject to
legislation for the work duration and to the applicable
agreements and rules in your organisation.
The new version of Kelio allows you to easily manage remote
working requests and days: control methods, workload
monitoring, planning, etc.

It lets you manage the different remote working types:

• Regular: I work remotely every Wednesday
• To be distributed: I am entitled to request five remote working

days per month
• Occasional: I am working remotely due to a transport strike

Please note: In order to manage remote working in Kelio, the 
corresponding options and new rights must be enabled for all users.

New rights



REMOTE WORKING
Easy to set up according to your rules!
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Set up the remote working types and cycles

From the Setup > Schedules & Cycles module, there is a new tab:
Remote working

• Create your different remote working types in order to manage
both regular and occasional remote working, each with its own
methods

• Define your remote working cycles in order to easily manage
regular remote working (every Friday, for example)

• Assign them to the time contract of the relevant employees



REMOTE WORKING
Remote working for administrators and planners
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• From the attendance screen: A new icon provides you with a quick
view of the employees working remotely

• From the planning: A new filter allows you to display the remote
working periods

• From the reports: Customise the content when you print your
planning to see remote workers and pending requests.

View – Plan – Manage remote working days



REMOTE WORKING
Remote working for administrators and planners
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Secure remote working

In order to enforce your agreement methods for remote working,
you can set up three types of checks:
• Check on the notice period for a remote working request
• Check on the authorised remote working days
• Check on the number of days to be distributed, for example:

Maximum five remote working days per month or 15 days per
year.

Add to the accounts

In the schedule windows, you can add bonuses or special hours to
an account according to whether remote working is present or not.
This allows you to easily monitor the number of days and hours
remotely worked.



REMOTE WORKING
Remote working for employees
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A new right is available in the Employee profile – Employee Self-
Service that allows your employees to make remote working
requests with predefined entry types and modes. The request is
made:

• From the portal: using the absence tile
• From the menu: using a new entry
• Directly from their calendar

Regular remote workers can also request the modification of their
usual remote working day.

The processed requests then appear in the portal notifications and
an email alert is sent to the employee.

Perform a remote working request



REMOTE WORKING
Remote working for employees
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Remote working is displayed in the annual and monthly
calendar of each relevant employee.
They can see the approved requests and also those awaiting
validation.

This information can be synchronised to the mail calendars
(Microsoft Outlook®, Google Calendar and Lotus Notes).

View the remote working days



REMOTE WORKING
Remote working for employees
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A distinction can now be made between absent team
members and those working remotely from the grouped
absence calendar or the section planning.

View colleagues’ remote working days



REMOTE WORKING
Remote working for validators
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Remote working can be regularly assigned to an employee directly
from the planning or via his/her time contract. However, one-off
requests can also be made and are then subject to the same
validation workflow as an absence request.

• When an employee makes a remote working request, the
validator receives a notification on his portal and an email to
process the request.

• From the grouped calendar, the manager can easily
differentiate between remote workers and absent and
present employees.

Validate the remote working requests



TIME & ATTENDANCE 
MANAGEMENT
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OTHER ADDED FEATURES



Duplicate an annualised hours period

ANNUALISED HOURS
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Public holiday and annualised hours calendar

If you have the annualised hours module, you can now easily duplicate
an existing annualised hours period. All you have to do is adjust the
distribution of the new period. This lets you save entry time.

When setting up the objective in the annualised hours schedule, you
can choose the applied public holiday calendar, which allows you to
see the hours count according to your configuration.

Calculable annualised hours objective

To simplify your annualised hours management, you can now 
automatically recalculate an employee’s annualised hours objective 
according to:

• Their absences, for example, to remove sick leave from the objective
• Their arrival or departure in the middle of the accounting year (via 

custom development)

The annualised hours monitoring screen has been revised to simplify 
entry and comprehension of the annualised hours objective.

Requires Kelio
Annualised 

Hours



From the attendance monitoring and attendance report
screen, customise your display in extended mode and easily
compare working periods and clockings.

CLOCKINGS AND WORKING PERIODS
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Display of the working periods



• If you use the same reader for time and attendance management and
access control, you can now use just the first and last access clocking
as an attendance clocking.

• All you need to do is initiate the intermediate clocking filtering window
in the relevant daily schedules.

• To visualise all the clockings in relation to those saved, switch to
extended mode in the attendance screen.

INTERMEDIATE CLOCKING FILTERING

14

Display of attendance clockings



ACCOUNT TRANSFER FILES
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Anonymise donations

All files transferred from an account to a third party can be made
anonymous.

The email sent to the recipient therefore does not contain the name of
the person making the transfer.

This feature is especially useful for leave transfer, for example.



From the attendance management screen, you can enter a 
comment on a given day. 

Now this comment will appear in your customisable report!

CUSTOMISED REPORTS
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PLANNING
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PLANNING
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Hide the absence comment

Depending on the absence type setup, comments and attachments can
be hidden in the planning.

This allows you to maintain the confidentiality of certain information or
documents.

Anonymise absences in reports

When editing your planning, you can choose to display a single colour
for all absences in order to make them anonymous.

In this way, you can maintain the confidentiality of certain data when
circulating a grouped planning.



OUR SERVICES
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KELIO



Audit and project 
support

Training in Kelio 
solutions Quality monitoring

Kelio and the 
GDPR

KELIO SERVICES
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Software in Saas 
mode
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