How to add an expense? V®ila:

Learn how to add an expense with Voila!

1 Navigate to https://console.voila.app/en

2  Click Timesheets

7% Dashboard

Planned hours Draft hours Planned cost

28 hours 326 hours $585.00

? E.:- > 0 > o

Open shifts Replacements Assignations to approve Shifts to approve

0 0 0

% *B = . - .
Stand by shifts Recurring shifts that end soon Requests to approve Availabilities to approv
& ’ o .
Leaves to approve Announcements
= 17 29.



console.voila.app

3

Click the View employee's timesheet icon located at the far right of the employee

= Timesheets < Jul 19, 2022 - Aug 1, 2022 > Pay period v No grouping v
QA E R & vH
Employees  Sorted by Working hours~  TUE 19 WED 20 THU 21 FRI 22 sAT 23 Real - Expe;"g';'. Paid leave
Anne Bonesso @ © (0] © 32h 30m
9 8h0m 8h30m 8h0m @ 8h Om 2h Om 52h 30m E
- Full-Time 18h 58m
W Jennifer Zappa 24h O
- Part-Time 1h 10m 29h 10!
1h48m
Vi imesheet
@ Marco Chenard piay;sll
Full-Time ®:2hi0m 18h 40m
@ Bruno Aldik 13h 8m E
17h 38m
Full-Time 4h 30m
Filippo Boileau
Full-Time 4h 0m 0h 45m
< »
Real: 8ho 8h 30 8ho 8ho 2h0 o
Total Expected: 3 o it ()'m Ll Ll ,,‘Mm 261h 8m
Paid leave: 20h 45m 20h 25m 11h 30m 9h0m 5h 45m

37h20m

4  Select the Add expense icon located at the far right of the desired date

Scheduled time Worked time G HC UL i bonuses Paid leave Premium Expenses To pay
29h 10m 24h Om gg{?oog(]] 0h Om 1.8 hours $150.00 $0.00 $450.00
’ $0.00
6% stat Holiday - Jul 24, 2022 - Jul 24, 2022 - 0 hours
& stat Holiday - Jul 31, 2022 - Jul 31, 2022 - 1.8 hours
TUESDAY, JULY 19, 2022
No entries to display
WEDNESDAY, JULY 20, 2022
Shifts Scheduled Punched Worked time To pay Status e
| Supervisor - Restaurant 1 0:00 - 1:00 Oh om $0.00 Absent
£ Night (0h 0m) (x1.04/h) $0.00
¢ Example 1 (Oh Om) (x1.5/h) $0.00
Total Oh Om $0.00

THURSDAY, JULY 21, 2022




5  Click Expense type drop down menu

Create an expense

Expense type
Select

Date Amount

20/07/2022

Description

Attached files
No file selected

Attach a file

Cancel m

6  Select the type of expense

Create an expense

Expense type
Select

Accomodation
Travelling

Meal

Office Furniture

Equipment

Social Activity

Parking
Training

Other




7  Click Date

Create an expense

Expense type
Meal

Date Amount

20/07/2022

Description

Attached files

Attach a file

8  Select the date of the expense

July 2022

M

TODAY CANCEL




9  Type the amount of the expense

Create an expense

Expense type
Meal

Date |
20/07/2022 |

Description

Attached files
No file selected

Attach a file

10 Type a description of the expense

Create an expense

Expense type

Meal

Date Amount

20/07/2022 208

Description Q

Attached files

No file selected

Attach a file

Cance‘ m




11 Attach afile if needed

Create an expense

Expense type
Meal

Date
20/07/2022

Description

Attached files

No file

e se

Attach a file

12 Click Save

Create an expense

Expense type
Meal

ected

Date Amount

20/07/2022

Description

Attached files

No file selected

Attach a file

208




