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How to add a time off V®
category

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.

Settings

Abridge

My Company

3]

General Settings

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

Scheduling Settings

B
Schedules and Availability

Define the fypes of events supported
the week's starting day, work constraints
and automated schedule publishing
settings. Define if employees can modify
their availability and if those changes
must be approved by a manager

Payroll Settings

]

Payroll and T

Set up the payroll | 4 your
time off types, ovel Jshift
premiums

4  Gointo Time Off Categories.

< Back 1o settings

General Settings
Organizational Structure
Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off

Payroll Mang?
Time Off [
shift Premy, sment

Overtime calculation rules
Time and Attendance
Billing

Integrations

Payroll and Time Off
Payroll Management

The following settings apply to the entire company,
Pay period

I
Biweekly

10/02/2020
# Any pay period prior to this date will not be accessible in the fimesheet

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

Night shift

Choose how the hours of a shift spread over two days are taken into account.

H or
On the day of the end of the shift

Organizational Structure

Define your company’s management
levels and the structure of its divisions,
teams, 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

e

Employee Mobility

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



5  Click on Add a time off category.

ime Off
a

Code Paid leave Unit lcon Associations

VA Yes Hours (24 s
vAC002 Yes Hours (74 /s
FER Yes Hours (4 v
c022 Yes Hours }". ra
000 No Days 5 y

Rows per page: 25 w 1-50f5 |

6  Click the "Name" field and give a name to the leave type.

Create a leave type

olnformalion 2 | Associations ([ 3 ) Configuration

Name Q

&

[] Paid leave

Cancel Next




7  Click the "Code" field and give a code to the leave type.

Create a leave type

olnformalion 2  Associations (| 3 Configuration

Name
Example 1

Code O

Unit
Hours

lcon
&

] Paid leave

Cancel

8 Click on the Unit bar.

Create a leave type

o Information e Associations e Configuration

Name
Example 1

Code
001|

Unit
Hours

lcon

(74

[ Paid leave

Cancel




10

9

Select the unit you want for this type of leave.

Click on Next.

Create a leave type

o Information o Associations o Configuration

Name
Example 1

Code
001

Create a leave type

o Information o Associations e Configuration

Name
Example 1

Code
001

Unit
Hours

C

Unit
Hours

Icon

&

[] Paid leave

Cancel




11 Select the team(s), position(s), location(s), employee(s) and Employee Statuses
desired for this type of leave and click Next.

Create a leave type

o Information o Associations o Configuration

Teams (optional)
Select one or more teams

Positions (optional)
Select one or more positions

Locations (optional)
Select one or more locations

Members (optional)
Select one or more employees

Employee Statuses (optional)

All

Select the desired settings for the leave type and click Submit to add the leave
type to your account.

o Information o Associations o Configuration

Dafauit affected shift action
Replacement

Detault action when approving a leave with affected shifts

Enforce a minimum delay before leave request
B prevent aleave request from being created if the remaining delay does not meet the specified minimum
delay
Prevent approbation of a leave with a negative bank
Prevem approbation of a leave of this type when the associated bank's amount does not meet the
requested amount
Prevent creation of a leave with a negative bank
Prevent creation of a leave of this type when the associated bank's amount does not meet the requested
amount
Force entering a leave value to use
Prevent submitting a leave request without specifying a leave 1o use value.

Force entering a reason
Prevent submitting a leave request without specifying a reason.

Include in overtime calculation
Include leaves that have this leave type in evertime calculation.

Include in holidays calculation
Include leaves that have this leave type in statutory holidays calculation

Hide bank

Hide the bank associated 1o this leave type from employees' profiles.

Force selecting a team, position and a location
Prevent submitting a leave request without specifying a team, position and location.




