How to add a time entry  V®ila:
on an employee's

timesheet?

Learn how to add a time entry on an employee's timesheet with Voila!

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

2  Click Timesheets
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3 Click 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
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4  Click the Log time icon located at the far right of the desired date

X Stat Holiday - Jul 24, 2022 - Jul 24, 2022 - 0 hours

TUESDAY, JULY 19, 2022

No entries to display m

WEDNESDAY, JULY 20, 2022

No entries to display

THURSDAY, JULY 21, 2022

No entries to display

FRIDAY, JULY 22, 2022

No entries to display

SATURDAY, JULY 23, 2022

Shifts Scheduled Punched Worked time To pay Status

| Supervisor - Restaurant 1 12:00 - 15:00 13:00 - 15:00 2h om $0.00 © /2t by Diane Smithion e



5 Click Team drop down menu

Create a timesheet entry

Team |
Select a team

Date
Tuesday, July 19, 2022

Start time End time
0:00 1:00 (1h om)

(UTC-05:00) Toronto

Unpaid break duration
O0m

Paid preparation time
om

Arrival note

6  Select the team of your choice

Create a timesheet entry

Team

Select a team
Q.

Brewery

Kitchen

Urgence

Unpaid break duration
0m

Paid preparation time
Om

Arrival note

v




7  Click Position drop down menu

Create a timesheet entry

Team
Kitchen

Position

Select a position

Location
Select a location

Date
Tuesday, July 19, 2022

Start time End time
0:00 1:00 (1h 0m)

(UTC-05:00) Toronto

Unpaid break duration

Nm o

8  Select the Position of your choice

Create a timesheet entry

Team
Kitchen

Position
Select a position

Q

Nurse

Supervisor

Start time End time

0:00 1:00 (1h om)
(UTC-05:00) Toronto

Unpaid break duration

Nm =




9  Click Location drop down menu

Create a timesheet entry

Team
Kitchen

Position
Supervisor

Location
Select a location

Date
Tuesday, July 19, 2022

Start time End time
0:00 1:00 (1h 0m)

(UTC-05:00) Toronto

Unpaid break duration

Nm o

10 Select the location of your choice

Create a timesheet entry

Team
Kitchen

Position
Supervisor

Location
Select a location

Q

Restaurant 1

Restaurant 2

Restaurant 3

Unpaid break duration

Nm =




11 Click Start time

Create a timesheet entry

Team
Kitchen

Position
Supervisor

Location
Restaurant 1

Date
Tuesday, July 19, 2022

Start time End time

0:00 1:00 (1h Om)
(UTC-05:00) Toronto

Unpaid break duration

Nm

Cancel m

12 Select the Start time of the shift

Create a timesheet entry

Team
| 0:00
‘ 0:15
- 030
‘ 0:45
100
| 115

Start time End time
1:00 (1h om)

(UTC-05:00) Toronto

Unpaid break duration

Nm

v




13 Click End time

Create a timesheet entry

Team
Kitchen

Position
Supervisor

Location
Restaurant 1

Date
Tuesday, July 19, 2022

Start time End time
1:00| | 1:00 (1d 0h Om)

(UTC-05:00) Toronto

Unpaid break duration

Nm

Cance' m

14 Select the end time of the shift

Create a timesheet entry

Team
Kitchen

Z1:12 2un_1om

21:30
Position
Supervisor 21:45 20h 45m
i 22:00 21hom
Location
Restaurant 1 2915 211 15m

Date 22:30 21h30m

Tuesday, July 19, 2022
22:45 21h4sm

Start time End time

1:00 f1:00) (1d oh om)

(UTC-05:00) Toronto

Unpaid break duration

Nm o




15  Select the Unpaid break duration

Create a timesheet entry

Date
Tuesday, July 19, 2022

Start time End time
1:00 21:30 (20h 30m)

(UTC-05:00) Toronto

Unpaid break duration
0m

Paid preparation time
0m

Arrival note

Cancel Save

16  Select the Paid preparation time

Create a timesheet entry

Date
Tuesday, July 19, 2022

Start time End time

1:00 21:30 (20h 30m)
(UTC-05:00) Toronto

Unpaid break duration
om

Paid preparation time
5m|

Arrival note Q

v




17 Click Save

Create a timesheet entry

Date
Tuesday, July 19, 2022

Start time End time
1:00 21:30 (20h 30m)

(UTC-05:00) Toronto

Unpaid break duration
0m

Paid preparation time
5m

Arrival note




