How to approve/adjust
worked schedules?
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Learn how to approve or edit an employee's clocked time from the schedule with

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

Click Schedule

57 Dashboard

Planned hours
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Open shifts
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Stand by shifts
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Leaves to approve
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Budget repartition
$160.00

Draft hours
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Replacements
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Recurring shifts that end soon
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‘Announcements

33
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Assignations to approve

0

Requests to approve

0

Planned cost

$436.53
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Shifts to approve
0
’
Availabilities to approve
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console.voila.app
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Click the shift you want to approve
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& Time off
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[Z] Anne Bonesso |
@ Host 1
9:00-17:00 (8h Om)

Friday, July 22, 2022

Restaurant 3

700 Rue Dorchester, Saint-Jean-sur-Richelieu, QC
J3B 5A8, Canada

Planned total: 8h

Example 1
x1.5/h
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5  Click the shift you want to adjust

[EILCIRTETE Employees view
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Sorted by First name v

& Time off

Open shifts (0)
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Anthony Michaud
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Bruno Aldik
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Total pianned hours 20.5h 19.20 20.8h 20.4n 11.5h
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6  Select Adjust

[Z) Anne Bonesso
@ Host 1

9:00-17:00 (8h Om)

Monday, July 18, 2022

&

Restaurant 3
700 Rue Dorchester, Saint-Jean-sur-Richelieu, QC

J3B 5A8, Canada
Planned total: 8h

Example 1
x1.5/h

v Planned 9:00-17:00

~ To pay

Approve

FRI 22

I9oa4mn (8h Om) =6

H, Restaurant 3

ID!S—‘HﬁUthN
3, R2-Room 1
Absent

%h

ah

$250

Week v | Nogrouping
Q b B2
SAT 23

.

0:15-1:30 (1h 15m) &
1R
Absent
In:ao - 115 (45m) e
SR
Lbsent




7 Click Apply scheduled hours

Adjust time entry

ply scheduled hours

Paid Tolerances

Start:0h3m End: 0h 3m

Shift total

Clocked time

900 - 17:00
8hom

Unpaid breaks
- 0 minutes -0 minutes

Cancel Validate




8  Click Paid Arrival

Adjust time entry

B Apply scheduled hours

Paid Tolerances

Start: Oh 3m End: Oh 3m

Shift total
Clocked time
- 9:00 - 17:00
8h Om

Unpaid breaks

9  Select the paid arrival

Paid Tolerances

Start: 0h 3m End: Oh 3m

Shift total

Clocked time

Unpaid breaks
-0 minutes - 0 minutes

Cancel [REILEES




10  Click Unpaid break time

Adjust time entry

B Apply scheduled hours

Paid Tolerances

Start: 0h3m End: Oh 3m

Shift total

Clocked time

Unpaid breaks
ominutes

11  Select the right unpaid break time

Adjust time entry

Apply scheduled hours

Paid Tolerances

Start: Oh 3m End: Oh 3m

Shift total

Clocked time

Unpaid breaks
- 0 minutes

9:30 - 17:00
7h30m

- 0 minutes

- 0 minutes




12 Click Paid break time

Adjust time entry

B Apply scheduled hours

Paid Tolerances

Start: 0h 3m End: Oh 3m

Shift total

Clocked time
= 9:30 - 17:00
7h30m

Unpaid breaks
-0 minutes 3 - O minutes.

13  Select the right paid break time

Adjust time entry

M Apply scheduled hours

Paid Tolerances

Start: 0h 3m End: Oh 3m

Shift total

Clocked time

Unpaid breaks
- 0 mintes




14  Click Paid Departure

Adjust time entry

B Apply scheduled hours

Paid Tolerances

Start: 0h 3m

Shift total

Clocked time

Unpaid breaks
-0 minutes

15

Adjust time entry

End: Oh 3m

9:30-17:00
7h30m

- Ominutes

Select the paid departure

B Apply scheduled hours

Paid Tolerances

Start: 0h 3m

Shift total

Clocked time

Unpaid breaks
0 minutes

End: Oh 3m




16 Click Validate

Adjust time entry

Shift total

Clocked time

9:30-16:30
7hom

Unpaid breaks
-0 minutes - O minutes.

Paid breaks
0 minutes 0 minutes

Example 1
0

Total paid time
0h Om

Cancel




