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1 WHAT IS IT USED FOR?

The Time & Activities module contains the employee table. Here | can:
e create or configure their profiles (personal data, time management)
e perform actions on clockings, schedules or working times

e assign leave days, remote working days (optional) or indicate absences

There is a gateway with the Staff administration and Planning modules (sales option) that
allows me to open my employees’ files from these modules.

2 LOGIN

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

ACCESS THE KELIO
PORTAL LOG IN
desktop shortcut
or server address
in my web
browser

VALIDATE
| am directed to

| enter my login

codes

the Kelio portal

Identifier J

Validate

Password J
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3 ACCESS THE KELIO SOFTWARE PORTAL

uzie Brown Kelio Company
My Workspace - My Management -~ My organisation ~
® Number of Female/Mal
o iy s
(0% 253 i 35"
Q 511 49
3 e Male > =
Attendance Activity Absence o "' i ' w m
Declare my attendance Declare my activities Request an absence I

e THURSDAY Official time
If ° _ _ This portal provides you
ad 20 1434

with access to the
different software

2 o moduies.

Results
Access my personal
resufts,

Tasks
A ol e et of OCTOBER

tasks to process)

Oliver Anderson
Customer Support - Adviser
Arrived on 01/02/23

I o A lies/Alerts hd i
A nomalies/Alertes :w "'I_I'lr‘-:ell . David Gordon
olidays - day Marketing - Receptionist
; Attendance declaration 4 e en GBSz

Elizabeth Gordon
Production - Elizabeth Gordon
Arrived on 06/03/24

o

Seung Kim
Absence request ~ 1 B Medical check-up - 1st half-day

Rodrigues Martha
Training - day

Jones Samy
Export - Sales man Junior
Arrived on 06/03/24

Ruth Davin
Workshop - Line Manager
Arrived on 10/02/24

D PO D

available on all devices

fully customisable

with real-time indicators Two portals are suggested by default, according to your user profile - employee or
and a to-do list manager/administrator.
A high level of personalisation is possible!

Kelio
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4 ACCESS THE EMPLOYEE FILES

| select the Time & Activities module by clicking on the tile or going through the navigation menu

E4 Administrator workspace > Time & Activities .

The list of employees opens (in most cases, it is already set up for my account)

| can refine the filter by selecting:

Keli® oicme 09:59 AM Monday, 11 March 2024 Time & Activities Diaplay About Help Exit =
. " " Summary | Personal data | Professional data | Career | Application data | User rights
You are managing the popuaton
The population |
y-Company/UK V] -
SET UP ADMINISTRATE a Genkins
e
0 Configure s David
@ Manage Summary customisation
~identity ~Contact informatic
@ Supervise Sumame  Genkins Firstname  David Offce phone Business mobile
‘-‘i"".ijAnalyse Middle name Abbreviated name  Genkins David Recipient email
. Tile  Mr Gender Male
Print/Export oR Activities
Line management Default Task, Cost Centres and customer(s) -] .
Add other columns with
1D number 54 Identification number code (v -] >
An employee whose Terminal rights
Secton(s) = data from the employee

name begins with a
certain letter

The section, the work

~Employee registration-

Employee registration

[¥] Employee managed in the HR workspace

Time contract

Time contract  Time contract

Work duration
Work cycle

Calculation configuration

End-of-period calendar  Mos

3 Week Rotati

3WR Cyclic since 01/10/2017

London Office

ce 01/01/2008

Badge 1no

[] Terminal use profile

Readergroup N ent

[ Access profie [l

[ Biometric user

~Portal and employee rights
[2] Portal use profile  Profil salarié (1)
(] Employee profile - Selt-Service

[] Employee profile - Mobile Self-Service

User

Language  French

Work cycle

file

Sort the column by
clicking on the header

cyc le, etc. Alan Richard 55555555 4444 3 Week Rotating (Week n0.3)
Flanders Simon 53 3 Week Rotating (Week no.1)
Genkins David 54
Osbourn Jane 61
smith Ruth 8 3 Week Rotating (Week n0.1) Group the table elements

From 11/03/2024 To 06/12/2026
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5 CREATE A NEW EMPLOYEE

An employee can be created from any screen in the Administrate section.

| can create a new employee file by clicking E Then:

| either start with an empty file,

or | duplicate an existing file.

| enter the time management data:
the registration date, the last name and first name, the section, the public holiday and payroll calendar, a

weekly reference schedule, etc.

| enter the user rights:
if he/she clocks, | activate the clocking rights in the Terminal rights and select the employee profile
if the system is used to manage leave and absences and/or attendance indications, | limit the
access to the Employee/Mobile Self-Service. | add the name of the absence validators and, if

applicable, the remote working and attendance declaration validators.

To save time, | assign the Time contract that best matches
his/her time management datal!

| save even more time with the
various dates that need adjusting
by using the Date wizard option!

Kelio
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6 EMPLOYEE FILE (conFiGure)

Summary: Here | can consult and change the main information about the employee (such as email address for receiving notifications regarding requests, work
cycle, etc.).

Personal data: information about identity, family, means of transport, health

Professional data: general information about the employee and his job (line managers, PPE, medical appointments, etc.)

Career: for the Employment contract, | enter the type and nature of the contract (open-ended, temporary, etc.), in the other sections, data relating to
qualifications and appraisals

Application data: work cycle and remote working cycle, for the Time contract, in addition to any previously saved elements, | add the accounts needed to
calculate his/her working time and | assign a control profile (determines the anomalies that may be detected by the system): | assign the employees to the

public holiday calendar of their region

User rights: rights assignment

User: login and password, language

Portal rights: selection of the customised portal (manager or employee)

Terminal rights: (see above)

Rights on Employee Self-Service/Mobile Self-Service: as an employee or manager. Validator rights,
if the person must be asked to validate absences and/or attendances. If applicable, indicate the
higher level validators (who will intervene to confirm or cancel the actions of the agent or the person
who will replace the employee in his absence).

HR rights: administration rights on Staff administration, Time & Activities, Setup and Planning

Administration rights are usually assigned to HR and section managers. They can extend to the Staff
administration, Time & Activities, Setup, User rights,Planning, Access control and Employee Self-Service modules.

Access rights: rights on access management

Rights on collaborative tools: rights on the suggestions box and survey applications

Kelio
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7 ATTENDANCES (MANAGE)

I want to view my employees’ clockings and their attendance indications, check the totals and acknowledge anomalies.

I can modify the clockings or add clockings directly on the relevant line o

By moving the cursor onto a date, | change the schedule applied to the day 9 or modify the terminals of the working period 9 (to take into account the
hours performed beyond the fixed schedules)

| acknowledge the anomalies: when the anomaly is selected o right-click Acknowledge.

[S88] Despiry About el Exit

AM Monday, 11 March 2024 Time & Activities
Attendance | Planning | Schedules | Absences/Business leave | Activities = Advanced functions

Week Period | can customise my results screen by

Districh
n 6 Goto 20022024 [ D

Anna
=] rd »-
| Evirv Mot Exit o1 Eniry Mo.2 _Exil o2 _Emiry Mo.3 _EwiMe.3 | |

5,00 M T T™ T3 | 600

adding my own columns /.

o400 M

* Th2s02 [ BEOOANN 1100 A 0200FM 0400 PM
0600 ]

» Sa0203 open  0300AM  0S00PM

* summ open  0S00AM  0S00PM

HEIE
HEE

L/~
| can consult the

Schedu
Daily schedule of 20022024 g (LD LD e
Working periods

results.

In1 Outl In2 Out2

1200 AM e 1200 AM-+

Working day | Working periods | Schedule comment Wesloy contracted 5830

& From schedule (10.00 Defned manualy From work periods (7-00)

Contracted time for the day Aftemoon start time
Moming contracted tme Night start bme
Aftemoon or night contracted tme 5

4| EEEEE - £ £

Sumame [1/53]

Display: To filter my search dates, | use the calendar e | switch to Period view to see an entire month @

To display the attendances of several people, | check them in the list at the bottom of the screen e and | validate my choice by clicking f‘.

Kelio
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8 PLANNING (manack)

| perform the basic actions for a planner, which include planning of schedules, absences, activities, remote working and comment input.

I open the planning individually or collectively with a view by the day.
| activate the elements that | want to see by clicking on the icons o. To adjust the display to suit my requirements, see below.

| assign elements to the employees using the palette 9 A double-click on a cell opens the daily detail. | can navigate between the different tabs and make

the necessary modifications.

Display the key

Display/hide the results

| use the standard report to print the planning that | created for my employees.
P P P g Yy ploy by employes

Attendance J Planning | Schedules ‘ Absences/Business leave , Activities | Advanced functions

General display options

ﬁ,Q\ Selection: 3 employees 5
:o\ ,Q\ [¥] Grouped mode by default e Display period  Payroll period from 01/03/2024 to 31/03/2024 = E Z: | 7 %
/ ek 9[26-3 March 2024] Week 10 [4-10 March 2024] Week 11[11-17 March 2024] D /
> Sumame - Firstname | | EED
> Clarl G Fiexi Fiexi | DAYOF Fiexi Fiexi
- “ 09:00 AM/G 05:00 AM/G 05:00 ANM/C 09:00 AM/G03:00 AW/G DAYOF
7/14 D7H D7H D7H D7H 7/14 D7H D7H D7H D7H 7/14 H
$ Creighton Abi 7:30 AM/C 09:00 AM/C/09:00 AM/C{09:00 AM/C]09:00 AM/C{07:30 AM/C 09:00 AM/C/09:00 AM/0{05:00 AM/C/09:00 AM/C(07:30 AM/G Customise the contents
| | | . | of the cell
Week no.2 Waek no.3 | Week no.3 | Week no.3 | Week no.3 | Week no.3 Week no.1 | Week no.l | Week no.1 | Week no.l | Week no.1

$ Tailor Ruth Aftar Night Night Night Night Night Mo Mom Mom Mo Mo

" ’ ba:00 PM/1 10:00 PM/0,10:00 PM/0/10:00 PM/0/10:00 PM/010:00 PM/0 06:00 AM/C{06:00 AM/C06:00 AM/C|06:00 AM/C|06:00 AM/C

Display: To filter dates, | use the calendar 9 To display the planning for several people, | check them in the list at the bottom of the screen and | validate my

choice by clicking f". If | check Grouped mode by default o the planning is automatically displayed for the entire selected population. | use the icon '*' to

change the size of the cells 6

Kelio
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9 ABSENCES (manace)

| want to access the calendar listing the absences and leave, enter an absence, a business leave, a training, etc.

| select the absence in the palette and move it onto the calendar or | double-click on
the first day of the absence. | view the balances for the current accounting year in the e s s )
Absences on 1103204 Tyoe [l Business Leave BUSLE Ansenceg B3 B ime shocated ful day

pG'ette. e a0 | B Lea., By | Errvmose  Recuring win penog BB nmoys 0000 H nnours  0:00

The absence starts on 11032024 o @ Periods. — Period 2

Repeats svery 7 B oo g, B start B
Once the absence file is open, | select date @ and type @ In the opti | indicat . De - - B .

pen, ype & . In the options, | can indicate S o— & conmen

the periods or the duration. If the absence is recurring, | enter the frequency and st v

¥ inthe midcle of the day (&) atthe end of the day @) Mo retated document
duration 9

[ coee |

| view the requests pending o and the overlapping absences e

Attendance ‘ Planning ‘ Schedules ‘ Absences/Business leave ‘ Activities ‘ Advanced functions

Grouped calendar Grouped assignment

T Selection: 55 emplayees n July n n 2023 u Filter applied Display remote working

T 0
,OHQ‘ [] Grouped mode by default

Allan Richard
Barker Ted ] Il
Bauer Josef
Bean Elizabeth
Bond Josef

Example of a
Brown Gina

Brovn Suzie | I I I I DN N grouped calendar
Clark Gina 0] 0] 0] 0] 0] U

Creighton Abi
Davin Ruth [] 0]
Davis Michael "/////////% e _

Dear Steve

Dietrich Anna

Evans Steven
Flanders Peter [~]
Flanders Simon

Genkins David

Gordon Elizabeth _ - D _ |:| _ -

Gordon Gina Description for the day of Friday, 14 July for Gordon Elizabeth

Guiness Andrew - AnnLe : Annual Leave - day
Guingss Paul

Harrison Richard

Harrison Robert

Kelio
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10SCHEDULES BY EXCEPTION (manace)

| want to occasionally assign a different schedule to my employee.

| select the schedules displayed on the planning 0.

| select the daily schedule or work cycle in the palette (2] and | move it onto the calendar e.

I modify the contracted time and the working periods if necessary.

‘ Planning | Schedul ‘ i leave ‘ Activiti ‘ Advanced functions
@
uh B rfouey B 2023 Daily schedules Work cycles .y‘
[ Daily schedules | Work cycles [y ‘Sentember 2023 Qctober 2023 November 2023
01We JWR Nt 01We JWR Momi 01Sa sat__ 01Mo Momi | 01Th Afler  01Sa
jant”~~ 02 Th Momi 025y Sunda 02Ty Momi |02 Fr After|[025u 9 ! poa
Schedul b ti ot~ 03 Fr womi |03 Mo Night 03We 3WR_ Momi |03Sa sal  03Mo - D: ® 104 104 6:00 10:00 AM - 04:00 PN
chedules by exception 045a sal  04Tu Mgt 04Th Momi |04 Su Sunta 04Ty © 107 9:00 10:00 AM - 07:00 P
L. ; Sunda 05We 3WR  Might 05 Fr Mormi |05 Wo Night /05 We 3 @ 14.30pm - 23.000m Dis £:00 02:30 PM - 11:00 PV
are represented in italics. Afer 06Th Naht ~ 06Sa St 06Tu Night 06 Th Y% 13010 e 7:00 07:30 AM - 02:30 PN
2:*’ 8; ;’ ':‘g‘“ 8; :n“ 2:”“5 g; r:‘eé” :‘9:: :; ;’ © ™ D7H 7:00 0900 AM - 04:00 PN
er a a o er g a y . .
09Th 09Th N Sunda 09 Tu After 09 Fr Night - 09 Su ’ O o o £:00 09,00 A1-05.00 P
10 Fr Mo 10Fr After  10We 3JWR_ Afler  10Sa sat_ 10Mo © o1 o 1000 09,00 A -07.00 P
1183 sat 1188 After 11 Th After 115U Sunda 11 Tu © Afteroen Shit After 8:00 02:00 PM-10:00 PN
< s Sunda  12Su Sunda or  12Fr After 12 Mo Morni  12We 3l @ Copy 1800 t0 06.00 UGD UGON 11:30 06:00 PM - 06:00
13 Mo After | 13Mo Night 13 Th After  13Sa Sai  13Tu Momi  13Th @ Counter Refrech PL2 £:00 00:30 PM - 06:00
14T After  14Tu Night 14 Fr After  145u Sunda  14We IWR  Momi  14Fr & Day off DAYOF 0:00 09:00 AM - 05:00 PN
15We JWR  After  15We IJWR Night  15Sa sat_15Mo Nt/ 15 Th Momi  15Sa @ Dicpley Nights FLN 1130 06:00 PM - 05:00
16Th After  16Th Night 16 5u Sunda_ 16Tu Nant 16 Fr Momi 16Su @ Fied Working Day Fwo 0:00 07:00 AM - 12:00 PN 01:00 PM - 05:00 PM
17Fr After  ITFr Night | 17 Mo Afer  17We 3R Nagn  17Sa sat 7THo
1832 sal  18sa sl 18Tu Ater  18Th Mant 18 Su Sunda 18Ty
1980 Sunda _ 19Su Sunda 10We 3WR  After  19Fr Nant 19 bo Afler  10We 3IWR_ Wight  19Sa sat_ 19Tu Night ~ 19Th WMomi 198U Sunda
20 Mo Right 20 Mo Womi 20 Th Afier  208a Sai  20Tu After  20Th Night ~ 205u Sunda  20We 3WR  MNight  20Fr WMomi | 20Mo Night
21Ty Right 21 Tu Momi 21 Fr Afer  21Su Sunda 21We IWR  After  21Fr Night 21 Mo Afler 21Th Night 21 Sa Sal 21Ty Night
Wi 2zWe IWR  Momi 22Sa sat22mo Momi  227Th Afler  225a sat 2T After  22Fr Night 22 Su Sunda_ 22We 3WR_ Nignt
bt 23Th Momi 235U Sunda_ 23Tu Momi | 23 Fr Afler  23su Sunda  23We 3IWR  Afer  23Sa sat_ 23Mo Afer  23Th Night
Detail of the selected day bt 20Fr Momi |24 Mo Night 24 wo_2an 245 ot 2at 4 24Th After 245U Sunda _ 24Tu After  24Fr Night
5 Sa sal 25Tu MO ccription for the day of 24 April for Davin Ruth Tomi 25Fr After [25M0 Mom  25We IWR  Afler 25Sa sat
MR Nagh Tomi 26%a sat 26Tu Momi 26Th Afler 265U Sunda
i W5 wer ™ Time contiact  Time contract Tomi 278U Sunda  27We 3IWR- Momi 27 Fr Afier [ 27Mo WMomi
T Mo 28Tu After 28Fr g fomi 280 Night/ 28 Th Mo 28Sa Sal 287w Mori
29we IWR) Afer  29Sa sat | \Workeycle 3 Week Rotating (3WR), Week no.3 a 29Tu Nignt 29 Fr Momi 29 Su sSunda  29We 3IWR- Momi
30T Afler 30Su SUNd o schedule NghtShift (NGht), Gontracted time of s.0p U108 30We 3w Nighi 30 sa sal_ 30Mo Night~ 30Th Momi
31F After fer  31Th Night 31Ty Night

11 ACTIVITIES (manacE)

The assignment of activities is very similar to the assignment of absences and schedules by exception.

| select the schedules displayed on the planning.
| select the activity and/or cost centre in the palette and | move it onto the calendar .

| add the necessary adjustments in file mode.

Quick start - Kelio Time & Activities 10

If I make a mistake, | can click
on Return to... to go back to

the default schedule/cycle.
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12ADD/DEDUCT TO CREDIT/DEBIT AN ACCOUNT (manack)

All accounts (particularly TOIL, leave) can be credited or debited occasionally or repeatedly.

| click on © to add an action from the navigation menu Advanced functions > Additions/Deductions.
It is recommended to leave a comment

| select the date and the transaction. justifying  these actions. A mass
assignment can be made by selecting the
| select the account to be credited and the value to be assigned and, if applicable, the interval. relevant population (see filter ).

13BALANCE INITIALISATION (manack)

For updating balances (leave, balance)

| click on © to add an action from the navigation menu Advanced functions > Account initialisations.

| select the date and the balance.

Qutside of annual initialisations, this is
| credit the required value. used to set up leave allowances for non-
permanent workers and initialise their

balance at the contract start.

Kelio
Quick start - Kelio Time & Activities 1 ORCLIF



14 ANOMALIES (supervisk)

Anomalies are generated by standard or specific control programs. Their processing is further enhanced by a wide range of features:
anomaly detection and processing in real time
customisable search criteria and filters
individual or collective mode management
multi-function correction screen adapted to the anomaly processed
individual or grouped anomaly acknowledgement
SMS or email alert to the employee and line manager to request information about the anomaly
being processed
logging of the anomalies processed possible

anomaly monitoring sent by email in real time or as a daily report

15 RESULTS (anALYSE)

| obtain information relating to attendance time, totals and balance accounts.

Kelio
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16 REPORTS (PrINT/EXPORT)

| can output the collected data in PDF format or on an Excel® spreadsheet. My favourite reports like the end of period report can be automatically generated
and sent by email to the employees. | can even send them for electronic signature (commercial option). There are a number of specific standard reports for

absences, results or absentees/attendees or annual leave tracking.

Quick start - Kelio Time & Activities

Summary for the current payroll period

13

My Company Page 1
Gordon Elizabeth
Badge ID number 68 From 01/02/2023 to 24/02/2023
Work cyele 3 Week Rotating Afisndance time Baiance
Sectionis) Floor 1 Contracted 144:00 Start 000
Sub Department Disposable Production Actusl 8000 Of the period 4+ 100
level 2 uK Standard 144:00 End 1:00
Entreprise My Company Paid 145:00 Limitation on period = 0:00
Limitation on total
Total (imited) 100
Acoounts Type Period tolal Accounting yeerfotal | Startdate
$ RWD__ Remote working days Bonus 2 3 0101
S Atten  Aendance Bonus 11 az 0101
[BdoT1Daiy Overime. Oertime 1:00 300
Bllrw Remote working hours Special hour 16:00 24:00 011
Period tolal ‘Accounting yeer total
Abe Type Hours  Days Number Hours  Days Humber
B PSICK_Sickness Paid Absence 5600 ) 9 56:00 3 9
Balances Start Aoquired _ _ Taksn. Adjust. End Startof
Sick __Sickness (Days) 0 o 9 o o] amzo
Loi  Leaveleit (Days) 5133 0 0 0 5133 | oind 28
L Leave (Days) 33 o o o 033 | own s133
[TY
Dsie Ciookingrln | [ cocngth | croctng-out | Closkingin [ Clocktogout | Abssnces: At [pea | o [oee[TEM Evenls
Vied 01102 |Morrs o8:00A n200P ®00 &00 800 &0 000 000|§RAD
$ Atien
L]
rwRs
Thu. 02102 |Mosri 06:00A 02009 800 BO0 BO00 800 000 0:00|$Auen
Frioz02 Mo os:00a n200p 800 800 800 @00 000 000|% Aten
et 04z |Sat 000 080 000 000 00D 000
Sun. 052 [Surcta 000 0w 0w o oo o
2400400 00200 000
Won. D6t [Ater wZor  1000F 800 800 B0 800 0D 020|$Alem
Tue 072 |AMer o2:00p 10000 800 800 800 800 000 000|$Aten
rwAs
Vied 0802 |Afler 0z:00F 10:009 800 800 800 80 o0 0x0|$ A
T 0912 [ Aer B0 0G0 B0 800 00D 000
Fi. 1002 |Ater B0 080 B0 &0 GO0 000
s 1102 |Sat 601 000 0o 00 oon 000
i 12002 [Surdia 000 080 000 000 o0 000
Endoffe wesk ol 4000 2400 4000 4000 _C00 000
on. 1302 [rget 800 080 B0 &0 ooo 000
Tue. 1402 |ight B0 080 B0 &0 GO0 000
Vied. 1502 |Night 800 000 800 80 oor  oco[fYRWRG
T 1802 [Night B0 080 B0 800
Fa. 1702 |wignt 0 0w B0 8M
ot 18102 |Sat 0 0w oo 000
i 19102 [Surdia 0o 0w 000 oo
4000 000 4000 4000
Mon. 2002 (Momi 06004 02130 (4 800 BO0  BO0 &0
Tue 21z (Mo | o&DOA  0200P 80 8 B 8M
wiea 2202 [Mori | 0&DOA 02009 B0 B0 BOD 800
Tuzanz [Mor | 0&00A  0200P B0 B0 B EX
i 2002 [wows | osn0a (3 2009 800 80 B0 800
4000 4100 4100 4000
Lagend Moches working periad [Bciocking wih anomaty S Bonus [ /=T
Aocrnaiytakert [+
Barker Ted Kelio 5.1811 24/02/2023 10:24 AM
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