How to add statutory
holiday?

Learn how to add statutory holiday with Voila!

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

2  Click Timesheets
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3 Click the Add a statutory holiday icon located at the top right of the timesheets
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4  Type the Name of the holiday in english

Create Holiday

olnformation 2 Application
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Type of leave
Select
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Fixed number of hours

Number of hours
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5  Type the Name of the holiday in French

Create Holiday

clnformation 2 Application ([ 3 | Confirmation

Leave

Name
Canada day|

Name

Type of leave Date

Select Monday, August 15, 2022

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8 -

6  Click the Type of leave drop down menu

Create Holiday

°Information 2 Application (| 3 | Confirmation

Leave

Name
Canada day

Name
Féte du Canada

Type of leave Date

| Select Monday, August 15, 2022

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8 -




7 Select the type of leave

Create Holiday

clnformation 2 Application ([ 3 | Confirmation

Leave

Name
Canada day

Name
Féte du Canada

Type of leave Date

Select Monday, August 15, 2022
Stat Holiday

Timebank
Absent

Exam

8 Click Date

Create Holiday

0 Information o Application | 3 | Confirmation

Leave

Name
Canada day

Name
Féte du Canada

Type of leave

Holiday | 51 15,2022

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8




9  Select the date of the holiday

July 2022
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TODAY  CANCEL

10 Click the Calculation type drop down menu

Create Holiday
° Information e Application e Confirmation

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8

Advanced Settings

Cancel shifts
Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable

Employees given the holiday will be marked as unavailable on these dates and

therefore will not be offered new open shifts. i

gancel m




11  Select the type of calculation you want for this leave

Create Holiday

o Information o Application e Confirmation

Indemnity @

Calculation type
Fixed number of hours

Fixed number of hours

Based on the hours worked in the previous days/weeks

Advanced Settings

» Cancel shifts
Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable

Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts.

12 If you chose Fixed number of hours, type the number of hours for the holiday

Create Holiday
o Information o Application e Confirmation

Indemnity @

Calculation type
Fixed number of hours

Number of houy

8

Advanced Settings

Cancel shifts
Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable

» Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts.

-

Cancel m




13 If you chose Based on the hours worked in the previous days/weeks, select the
reference period and calculation formula

Create Holiday

olnformation 2  Application [ 3 Confirmation

Indemnity @

Calculation type
Based on the hours worked in the previous days/weeks

Reference Period
4 weeks

From To
17/07/2022 13/08/2022

Duration: 28 days
Calculation formula

(® Prorated (O Number of days worked

Prorate of time worked

17 20

Include paid time off

-

Cance' m

14  When you turn on the Cancel shifts, every shifts affected are going to be cancelled

Create Holiday

o Information e Application o Confirmation

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8

Advanced Settings

Cancel shifts
Shifts already assigned to the employee(: will be cancelled.

Set as unavailable

» Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new apen shifts.

-

C cel m




15

16

When you turn on Set as unavalable, every employees are going to be considered
unavailable for the selected date

Create Holiday

° Information e Application e Confirmation

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8

Advanced Settings

. Cancel shifts
Shifts already assigned to the employee(s) in holiday will be cancelled.

available
. » iven the holiday will be marked as unavailable on these dates and
th \/vﬂill not be offered new open shifts.

Click Next

Create Holiday

0 Information o Application e Confirmation

Indemnity @

Calculation type
Fixed number of hours

Number of hours

8

Advanced Settings

‘ Cancel shifts

Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable
. Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts.

Cancel



17 Choose the application of your holiday through the following drop-down menu
options

Create Holiday

o Information e Application o Confirmation

Application

@ The holiday will only be applied to employees belonging to the groups
selected at the time of its creation.

Employee Statuses Teams
All All teams

Positions Locations
All positions All locations

Employees
All employees

18 Click Next

Create Holiday

0 Information o Application e Confirmation

Application

@ The holiday will only be applied to employees belonging to the groups
selected at the time of its creation.

Employee Statuses Teams

All All teams

Positions Locations
All positions All locations

Employees
All employees




19

Click Save

Create Holiday

° Information e Application e Confirmation
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