
1

How to change your
account's administrator/
manager/supervisor

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

2 Click on the Company settings icon.

console.voila.app
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3 Select General Settings.

4 To add an admin, select Add a new admin.



3

5 Then, click on Select an employee.

6 Select the employee you desire to put as an admin.
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7 Once you have selected the employee, click save.

8 To remove an admin, click the trash icon next to the employee's name.
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9 Once you have clicked on the icon, select the confirm button to remove the
employee as an admin.

10 To add a supervisor, select Add a new supervisor.
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11 Then, click on Select an employee.

12 Select the employee you desire to put as a supervisor.
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13 Once you have selected the employee, click save.

14 To remove a supervisor, click the trash icon next to the employee's name.
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15 Once you have clicked on the icon, select the confirm button to remove the
employee as a supervisor.

16 To add a manager, select Add a new manager.
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17 Then, click on Select an employee.

18 Select the employee you desire to put as a manager.
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19 Once you have selected the employee, click save.

20 To remove a manager, click the trash icon next to the employee's name.
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21 Once you have clicked on the icon, select the confirm button to remove the
employee as a supervisor.


