How to add a prenium  V@ila:

1 Navigate to the Voila! web console https://console.voila.app/en

2 Click on the Company settings icon.
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3 Select Payroll and Time Off.

My Company

sl

Abee General Settings

Manage your company name, time zone,
supported languages, managers and
admins permissions as well as your
confidential information entered

Scheduling Settings

Schedules and Availability
Define the types of events supported,
the week's starting day, work constraints
and automated schedule publishing
settings. Define if employees can modify

must be approved by a manager

Payroll Settings

B
Payroll 2777 Time Off

Set up th s, manage your
time off § ules and shift
premiurk

Account Management

Organizational Structure
Define your company’s management
levels and the structure of its divisions,
teames, positions, locations and sub-
locations.

]

Invitation & Assignment

The following settings apply to the entire
company and will be used by default
when creating new open shifts or
replacements. You can specify settings
by team, position and / or location using
custom permissions.

Time and Attendance
Configure timesheets, approve
reminders and edit permissions
Activate web and mobile time clocks for
specific teams, locations and positions
and define validation rules for clocking
entries

4  Go into the Shift Preniums Management section.

< Back 1o settings >
Payroll and Time Off

General Settings
¢ Payroll Management
Organizational Structure

The following settings apply to the entire company,
Schedules and Availability )

Pay period

Invitation & Assignment
I

Biweekly

Employee Mobility

Payroll and Time Off ~

10/02/2020
Payroll Management

* Any pay period prior to this date will not be accessible in the timesheet
Time Off Categoy

7 = Current pay period is from Jun 19, 2022 to Jul 2, 2022

shift Premiums

Overtime calcula:

Night shift

Time and Attendance Choose how the hours of a shift spread over two days are taken into account

Billing b o
On the day of the end of the shift

Integrations

Employee Mobility

Define fallback teams, positions and
locations for a shift invitation when no
regular employee is available



5  Click on Add a premium.

ime Off

:nagement
Code Formula Teams Positions Locations
+51.50/h All teams Nurse All locations
+50.85/h Emergency All positions All locations
x1.04/h All teams All positions All locations
+80.85/h Emergency All positions Alllocations
Rows per page: 30 v 1-40f4
premiums

+ a spontanecus shift premium when creating a shift.

6  Click on the Name text bar and give a Name to the prenium.

Add a shift premium

olnformaﬁon 2 application

Premium calculation

Premium Type
Fixed amount added to the shift

Advanced settings

» Minimum required hours

The shift premium will not be applied if the qualified timeframe is less than X hours.

Lock premium
Managers cannot manually apply of remove this premium from a shift.

Integration

Code (optional)




7  Click on the Prenium Type section and select the type of your prenium.

Add a shift premium

olnform:nion 2 | Application

Name
Example 1

Premium calculation

Premium Type Premium Vaiue
Fixed amount added to t i

Advanced settings

» Minimum required hours
The shift premium will not be applied if the qualified timeframe is less than X hours.

Lock premium
Managers cannot manually apply or remove this premium from a shift.

Integration

Code (optional)

Cancel

8 For this example, we will choose the Hourly rate multiplier.

olnformaﬁon 2  Application

MName EN
Example 1

Premium calculation

Premium Type o Premium Value s
Fixed amount added to the shift F

Fixed amount added to the shift
Hours added to theworked time
Hourly rate mul

qualified timeframe is less than X hours
Hourly rate bonus 3

Lock premium

Managers cannot manually apply or remove this premium from a shift

Integration

Code {optional)

Cancel Next




9

10

Enter the value of your prenium in the Prenium Value field.

Add a shift premium

olnformation 2 | Application

Name
Example 1

Premium calculation

Premium Type
Hourly rate multiplier

Advanced settings

Minimum required hours
The shift premium will not be applied if the qualified timeframe is less than X hours.

Lock premium
Managers cannot manually apply or remove this premium from a shift

Integration

Enter the Code of your prenium in the Code text field.

o Infarmation o Application

Name
Example 1

Premium calculation

Premium Type Premium Value
Hourly rate multiplier x 1§

Advanced settings

Minimum required hours
The shift premium will not be applied if the qualified timeframe is less than X hours.

» Lock premium
Managers cannot manually apply or remave this premium from a shift.

Integration

Code (opti

cancel m



11 Click on Next.

Premium calculation

Premium Type Premium Value
Hourly rate multiplier x 1.5

Advanced settings

» Minimum required hours
The shift premium will not be applied if the qualified timeframe is less than X hours.

» Lock premium
Managers cannot manually apply or remove this premium from a shift.

Integration

Code {optional)
001|

12  Select the desired settings and click Save to add the prenium to your account.

Application period

Applicable days
Day(s) of the week

O Timeframe

Application criteria

Shift Types Employee Siatuses

All All

Teams Positions
All teams All positions

Locations
All locations

. Apply automatically

Apply automatically on existing and future shifts




