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How to add a time entry
on an employee's
timesheet?
Learn how to add a time entry on an employee's timesheet with Voilà!

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

2 Click Timesheets

console.voila.app
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3 Click View employee's timesheet icon located at the far right of the employee

4 Click the Log time icon located at the far right of the desired date
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5 Click Team drop down menu

6 Select the team of your choice
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7 Click Position drop down menu

8 Select the Position of your choice
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9 Click Location drop down menu

10 Select the location of your choice



6

11 Click Start time

12 Select the Start time of the shift
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13 Click End time

14 Select the end time of the shift
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15 Select the Unpaid break duration

16 Select the Paid preparation time
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17 Click Save


