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Check In and Out at Work  
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Check In and Out at Work Online service 
CIaO (Check In and Out at Work) is the online attendance registration service for the cleaning 
industry. 

Through this online service, employees, self-employed, temporary workers and trainees can record 
their presence at the workplace in real time. 

The CIaO Management application allows both employers and the NSSO to access and manage 
employee registrations. 

Authentication 
When an employer goes to the CIaO Management online service, he/she is directed to the 
authentication page. 

To authenticate, he/she clicks on 'Enterprise' and then follows the steps to log in. 

 

 

 

http://checkinout-management.socialsecurity.be/
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Once authenticated, he/she is redirected to the screen where the registrations can be accessed. 

 

Performance 
When a user logs in, he/she is directed to the 'Performance' menu by default.  The employer sees 
current-day registrations linked to its company or its subcontractors. 
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The following information is located at the top right: 

 

• Version: version number and date of the application. 
• Need help? URL to the official site of the NSSO.  

• Notifications: as an employer, you can consult your list of notifications by clicking the  
button. The notifications contain information regarding changes the NSSO has made to one 
or more of your registrations. The changes may relate to the company number, declaration 

of works number or both. You can view the modified registration using the   

button You can also mark the message as read or perform this action for all your 

notifications  . 
If the CBE number is changed, the registration will be visible only in the list of the 
performances of the new company and no longer in that of the company for which the 
registration was originally made. 
 

 
 

• Language: the language selected by the user (the user has the option to change the 
languages: FR, NL, DE or EN).  
Note: If the language is changed after a search has been performed, the search filters will be 
retained. 

• Icon with company's initials: clicking on the icon  , displays 'Company' (profile with 
which the user has logged in) and the name of the company for which the user has logged in. 
A sign out option is also available. 
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Consultation 
• On the left-hand side, the user will find a list of search fields pre-populated with the current 

date in the 'Date from' and 'to' boxes.   

 

• On the right-hand side, the user will find the 'Performance overview' that match the search 
criteria. 

 

 

The user only sees the registrations that he/she has access to, specifically: 
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• the registrations of company employees and registrations of subcontractors in the 
declaration of work, 

• the registrations of employees who have registered for this declaration of work even if their 
employer is not part of it. 

 

Activities table 
The table contains the following columns that can be filtered/sorted: 

 

• Date: date of registration.  
• DOW no.: declaration of work number. 
• Place of performance: the address of the place of performance obtained by converting GPS 

coordinates or entered manually. 
• Worker: SSIN number followed by first name and surname. 
• Company: company number followed by the name of the company, if it could be retrieved. 
• IN: hour of IN registration. 
• OUT: hour of OUT registration. 
• Status/Validity: the status/validity of the registration, with the options below: 

o  Created/registered: for handling the registration, 

o     To verify: if a comment is present for the registration, 

o   Validated: if there are no comments for the registration,  

o   Cancelled: if all related registrations were cancelled,  

o   Edited: if the registration was adjusted by the NSSO. 

 

A line contains IN and OUT registration data. 

The user can display line details by clicking . 

To close all expanded cards at once, simply click at the top left of the table. 
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Cards are displayed by registration type and contain the following information. 

• Type of registration: IN or OUT. 
• Date and time of registration: the time when the registration was made. 

• : icon that allows an amendment to a registration to be requested from the NSSO. When 
the user clicks on the envelope, he/she is taken to the Check In and Out at Work form. 

 
 
The employee information and registration are automatically entered in the form. 
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Simply fill in the reason for the application and submit the form. It is possible to append an 
attachment. 

 
Note: 30 days after the registration date, the envelope disappears and it is no longer possible 
to request another adjustment. For the time being, only an adjustment  of the CBE and/or 
DOW number can be requested.  

• Status of registration (top right of the card): 
o 'Created/registered' (before asynchronous processing). 
o 'Validated: the asynchronous checks were performed and no comments were 

identified. 
o 'Cancelled': the registration was cancelled by the NSSO. 
o 'To verify': asynchronous checks were performed and at least one comment was 

identified. Details of the comments are available in the expanded card. 
• CIaO ID: the technical identifier of the registration in CIaO. 
• CAW ID: the technical identifier of the registration in CAW (either the ID of the registration in 

question if it is the first IN, or the identifier of the first IN if it is another IN or OUT). 
• Channel: 
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o 'Mobile/URL': if the registration was done by scanning the QR code. 
o 'Mobile/Manual': if the registration was done through the application without 

scanning the QR code. 
o 'Web service (WS)': if the registration was done via a web service (badge reader). 
o 'Web App Management': if the registration was done through CIaO Management. 

• Reporter ID: 
o SSIN number of the person who did the registration (in case, an employee). 
o ID of the web service: for registrations made via a web service. 
o 'NSSO' notification: where it concerns an action by  an NSSO employee. 

• Reception time: time when registration was made in CIaO. 

• Place of performance : if this was entered manually or Place of performance : if the 
address was calculated from GPS coordinates. 

• Customer name: name of the customer in the declaration of work. If the customer name 
cannot be retrieved (in case the declaration of work does not exist for this entity), the 
message 'not known' appears. 

• Remarks: all points of interest of the registration. 
• Cancelled by: where a registration was cancelled, the person who made the cancellation is 

identified. 

 
 

The following actions options are available in the table:  

• The icon : allows the user to export registrations, 

• Sort : via the corresponding icon. 

• Filtering: to refine the data shown. The filter is run on all results.  
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• Show (1)/hide (2) details: displays/hides the details of an activity line.

 

At the bottom of the table, the number of results matching the search criteria is shown (1). Clicking 
on the page numbers or arrows (2) moves from one page to another. 

 

 
Displaying registration history 
In the ‘Performance’ menu, under ‘Performance overview,' the user can expand the line (  ) of the 
selected registration to view its details. When the selected line is expanded, a 'card' with the details 
is displayed for each recorded activity (IN and OUT). 

The history ( 'Information about the original registration') of the registration is available for 
consultation at the bottom of the card. 

Once the history is expanded, the original registration card displays on a grey background. If this 
registration is a copy of an original registration, the '  Information about the original registration' 
option reappears to display the original registration, and so on.  The history contains the same fields 
as the original card. 
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 The user only sees the registrations that he/she has access to: 

• The employer sees the registrations of employees linked to its company and its chain of 
subcontractors (i.e. the registrations by its subcontractors in the declaration of work). 

Menu Role Action Access 

Performance Company Consult the work performed by my 
employees and my chain of subcontractors. 
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  Display the history of the work performed by 
my company's employees and subcontracting 
chain. 

 

 

 

Search 

 

In the left part of the screen, the user can enter the following criteria to filter the data: 

• Date of ... at ....: these two fields are mandatory. A maximum of 100 days between these 
two dates is set. 

• Declaration of work no: the DOW no. can be entered with or without hyphen.  Other 
characters will not be accepted. Subcontractor registrations for declarations that are already 
closed are only available if the declaration number is entered as a filter. 

• Customer name: name of the customer of the declaration of work. 
• Company number: enter a company number or VAT number. The company number may 

only contain spaces, dots and digits. 
• Company name: enter the name of the company. The search shows a result according to the 

'contains' type. 
• Place of performance: enter an address. The search shows a result according to the 

'contains' type. 
• SSIN worker: enter an SSIN number. The search returns a result if the number entered is 

identical, excluding spaces, hyphens and full stops. 
• Name First name worker: enter the name/first name of the employee. The search shows a 

result according to the 'contains' type. 
• Status: drop-down menu with the option to indicate multiple criteria. 
• Validity: drop-down menu with the option to indicate multiple criteria. 
• Remarks: drop-down menu with the possibility of indicating multiple criteria. 
• Present: check box to display the number of employees present at a place of performance. 

The user can combine the search criteria. 
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Clicking on the  button shows the registrations according to the criteria entered.  If the 
mandatory criteria are not filled in, the 'Search' button is not enabled.  

The  button is used to reset the filters in this window. By default, the 'Date of ... at ...' filter 
is reset to the current date to prevent a search from taking too long. 

Possible data 

 
Export 

The user with the required rights can also export the worked performed result using the icon  

 

When the user clicks the 'Export' button, he/she can choose to export with or without remarks. 

 

Once the selection is made, the CSV is downloaded to the user's PC. 

 

 

The CSV contains the following information: 

 Column title 

A Type of registration Values: IN or OUT 

B Time of registration Date + hour (DD-MM-YYYY 
hh:mm) 

C DOW No.  



15 

D Place of performance The address of the place of 
performance is obtained by 
converting GPS coordinates or 
entered manually  

E Worker  Social security identification 
number (SSIN) –  first name – last 
name 

F Company CBE or VAT – company name 

G Status  

H Validity  

I CIaO ID  

J Channel  

K Remarks Only when exporting with 
comments.  Corresponds to a 
remark.  

 

For an export: 

• without remarks: one line per card. 
• with remarks: one line per card per remark. 

Registrations to be exported are limited to the number of days allowed for the search (currently 100 
days). 

The number of exported registrations is a second limit set within the application (currently 100,000 
lines). 

 

Subcontracting 
When the user logs in, the ‘Performance’ menu is automatically displayed. 

A 'Subcontracting' tab is accessible, located under the header and next to the 'Performance tab: 

 

This tab displays the search results for a subcontracting chain and the registrations for each of these 
companies can be consulted. A user with access to the 'Performance' menu also has access to the 
'Subcontracting' menu (by default). So, there is no difference in role for these two tabs. 

The following information is available here: 
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1. Displayed at top left, a window with a search field for the date. This is pre-populated with the 
current date by default as well as a field for the 'Declaration of work no.,' along with the option 
to reset the search (using the reset button). 

 

2. Displayed at top right, a window with the 'General information for the place of performance'. 
This is where the place of performance, the activity period and the ordering party will be listed. 

 

3. Below, the subcontracting chain is displayed along with the registrations (from the date in the 
filter) linked to the company the user has access to.  

 

Between the 'General information for the place of performance' window and the chain of 
subcontracting, the total number of attendances will be displayed. This is the total number of 
workers per workplace and thus the sum of all registrations in the chain of subcontracting to which 
the user has access. The idea is to monitor how many workers register each day and whether they 
actually register.  

Total attendance is calculated from all IN registrations for workers in the chain of subcontracting, 
based on the SSINs. If the worker did not register an IN but did register an OUT, the OUT will be 
counted. Cancelled registrations are not counted, but overflow is (see the section on overflow – 
registration error). 

Example: the worker has registered for two different companies (A and B) for the same declaration of 
work for the same date. 
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Company A 

1. The worker records an OUT 
2. The worker records an IN 
3. The worker records an OUT 

 Company B 

1. The worker records an IN 
2. The worker records an OUT 

Two attendances are counted that are linked to this registration. The number of individual workers 
/companies for this declaration/date is counted. 

 

Visualisation of the chain of subcontracting 
• The lines for active contracts are closed by default and can be expanded one by one. 
• The declaration of work number and the contract number are separated by a '/.'    
• The following information is displayed for each active contract:  

o the registrations made for the company on the contract. 
o the company's subcontractors on the contract. 

• By subcontractor: name of subcontractor – company number – number of registered 
workers. 

• Under the 'Subcontractor' name, the list of registrations can be opened to display the 
following columns: 'Date’, 'Place of performance’, 'Worker’, 'IN', 'OUT' and 'Status/Validity’. 
Each line can also be opened to display the card with the same information as appears in the 
‘Performance’ tab.  
The 'Worker' column shows the social security number (SSIN) followed by the worker’s full 
name. If the SSIN and full name are too long, the full information entry will also show by 
hovering over it. 

• Subcontractors are listed in alphabetical order per level. 
• Windows and lines can be collapsed simultaneously: 
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The user sees only the registrations he/she has access to: 

• The employer will see the registrations of its employees as well as the subcontracting chain 
(i.e. the registrations linked to its subcontractors in a DOW). 

• The NSSO sees the entire subcontracting chain and therefore all registrations. 

 

Subcontractor without CBE/VAT number 

 

In the subcontracting chain, subcontractors without a CBE or VAT number are represented by a line 
that cannot be expanded, with the name of the company and the message: 'Unknown company 
number.'  

 

Subcontractor appearing multiple times in the subcontracting chain 
When a company appears several times in the chain of subcontracting, the registrations for this 
company are placed at each corresponding level of this chain. An information message is displayed to 
alert the user that the registration is present at multiple points in the subcontracting chain. 
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Registration error (Overflow) 
Registrations not linked to a company that was officially declared in the declaration of work are 
shown on the last line. If there is a comment, a tool tip is present. 

These registrations are visible to the declarant(s) and subcontractors. 

 

 

 

Export of subcontracting chain 

The user can export the results using the   icon. 

One has the choice of an export with or without remarks. The Excel file is then downloaded to the 
user's computer. The exported document is an Excel file (.xlsx) with several tabs.  The first tab 
contains a summary of the subcontracting chain as seen on the screen in the CIaO Management 
application, along with the following information: 

• Name of the company 
• Company number 
• Number of workers 
• Declaration of work number 

Aside from the 'Subcontracting' tab that shows the chain, the registrations per company can be 
found on separate tabs. 
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There are links between the tabs to facilitate navigation in the export. To view the registrations for a 
given company, simply click on the name of the company under the 'Subcontractor' tab. 

 

The tab linked to the company then opens and displays the registrations. Click the 'Subcontracting' 
button at the top left of the tab to return to the 'Subcontracting' tab. 

 

 

Registrations by company are shown in the export as follows: 

• with remarks, one line per card of the registration and per remark; 
• without remarks, one line per card of the registration. 
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The Excel file contains the following data: 

Column name Comments 
Type of registration Values: IN or OUT 

Date/time of registration Display date + hour (YY-MM-AAAA hh:mm:ss) 

DOW no. 

Place of performance 
Worker  SSIN - Surname First name 

Company CBE or VAT – Company name 

Status 

Validity 
CIaO ID 

Channel 

Remarks Only when exporting with remarks.  Corresponds 
to a remark. 

The overflow is also displayed in the export file, on a specific tab. 
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