How to change your

account's administrator/

manager/supervisor

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

2 Click on the Company settings icon.
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Select General Settings.

Settings

My Company

B

General Settings

Manage your company name, time zone,
supported languages, managers and
admins permissiops= =g your
confidential infopf M

Scheduling Settings

),
e

Organizational Structure
Define your company’s management
levels and the structure of its divisions
teams, positions, locations and sub-
locations.

Schedules and Availak

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

Payroll Settings

B
Payroll and Time Off

Setup the payroll periods, manage your
time off types, overtime rules and shift
premiums

Invitation & Assig

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

0]

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
eniries

To add an admin, select Add a new admin.

Time Zone

~ Your company’s timezone will be set as default for all new locations. However, you can select a different time
zone for each individual location if necessary.

Time Zone

(UTC-05:00) Toronto

Languages
English [] French [J Spanish

Account Owner

Employee Mobility

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

Name Email Phone Status
Dizine Soith; demovoilag 883-4544 Active ’
Full-Time ‘

Account Administrators m

Name 1 Email Phone status
Anne Bonesso d e —— . &

Q ek demovoila+aidiki @gmail.com Active [u]

e
Christian Michaud SR TG . o

@ Michaud christianmichaud93@gmail.com Active o
Diane Smith d ” a 5

& Dicne demovoila@gmail com Active 5]

Supervisors Add a new supervisor
Name 1 Teams Email Phone Status
Agence Charlevoix -
Projet gemovoila+charievoix@gmail com Deleted /7 O
Full-Time
Anne Bonesso
9 MOD Suzemne o1 Suzenme demovoilatbonesso@gmail.com Actve
~Full-Time

M, Anthony Michaud



5  Then, click on Select an employee.

Add a new admin

Select an employee

Permissions

Administrators can answer requests across all teams as well as manage employees and
settings for the entire company, its divisions and teams. They have access to confidential
information in all employees’ profiles.

6  Select the employee you desire to put as an admin.

Add a new admin

Select an employee

Q
9 Anne Bon
@ Anthony Mi
‘ Bruno Aldik
. Bruno Aldik
@ Christian Michaud - 10905

. Christine Rashford - 22365

&I Claudia Hamilton - 100

e David Genest
e Diane Smith




7  Once you have selected the employee, click save.

Add a new admin

8 Anne Bonesso - 2205

Permissions

Administrators can answe ts across all teams as well as manage employees and
settings for the entire company, its divisions and teams. They have access to confidential
information in all employees’ profiles

8  Toremove an admin, click the trash icon next to the employee's name.

Time Zone

Your company’s timezone will be set as default for all new locations. However, you can select a different time
zone for each individual location if necessary.

Time Zone -
(UTC-05:00) Toronto
Languages
English [J French [J Spanish
Account Owner
Name Email Phone status
Diane Smith i g .
a Dl gemovaila@omail com (438) 8834544 Active 7
Account Administrators
Name 4 Email Phone Status
Anne Bonesso demavoila+bonesso@gmail.com Active
ID: 2 Full-Time o
Bruno Aldik demoveila+aldik @omail com Active
Full-Time:
Christian Michaud 4 christianmichaud93@gmail.com Active o
- 10905 - Full-Time
Diane Smith . =
e Dlancar demovoila@gmail.com (438) 8834544 Active g

Name Teams Email Phone Status

o

Agence Charlevoix ,
Sdperviso Projer demovoila+charievoix@gmail.com Deleted /7
Full-Time



9 Once you have clicked on the icon, select the confirm button to remove the
employee as an admin.

Confirm action

Are you sure that you wish to remove
Anne Bonesso from the administrato

10 To add a supervisor, select Add a new supervisor.

English [J French [J Spanish

Account Owner

Name Email Phone Status

Diane Smith %
Q Dlone an demovoila@gmail.com (438) B83-4544 Active /

Account Administrators

Name Email Phone Status
Eruno Aldik o -
. e, demovoila+aldikl @gmail.com Active u}
@ Chinstinn M'”C"?:l"’ A christianmichaud93@gmail.com Active o
Diane Smith " i =
9 Dlanesy demovoila@gmail com (438) 8834544 Active o
Supervisors
Name Teams Email Phone Status.
Agence Charlevoix =
Supervisor Projet demovoila+charlevoix@gmail com Deleted Vs |
Full-Time
Anne Bonesso i . _
0 MOD Suzsnne MOl Suzanne demovoila+bonesso@gmail.com Active Vs |
ull-Time
anthony Michaud ) _
Emergency  Maintenance  Clinie  Restauram  Ambulance Active z h
Full-Time
David Genest 2 -
@ dperv Managemen:  Food Senvioss dgenest@voila.app Active /7 0
Full T\ me
Diane Smith o
Q i Management  acoueil  Housekeeping demovoila@omail.com (438) 883-4544 Active /s 0
FuH T\me



11  Then, click on Select an employee.

Add a new supervisor

Select an employee ( \)

Permissions

Supervisors can answer requests and add employees to their teams. They ¢
employee’s contact information across the company. They can add note:
confidential information of employees from their teams, including thei

their profile. Supervisors can add managers to their teams

Teams
No teams

12  Select the employee you desire to put as a supervisor.

Add a new supervisor

Select an employee

Q
9 AnneB,
@ Anthony
é‘ Bruno Aldik
. Bruno Aldik
@ Christian Michaud - 10905
. Christine Rashford - 22365
p&l Claudia Hamilton - 100
@ David Genest
Q Diane Smith




13 Once you have selected the employee, click save.

Add a new supervisor

8 Anne Bonesso - 2205

Permissions

Supervisors can answer requests and add employees to their teams. They can see an
employee's contact information across the company. They can add notes and see the
confidential information of employees from their teams, including their salary and notes in
their profile. Supervisors can add managers to their teams

Teams
e o

cancel

14  Toremove a supervisor, click the trash icon next to the employee's name.

English [ French [J Spanish
Account Owner

Name Email Phone Status

Diane Smith . . : ;
0 Full-Time demovoila@gmail com (438) 883-4544 Active Vd

Account Administrators

Name 4 Email Fhone Status
Bruno Aldik —— -
‘ o demovaila+aldikl @gmail.com Active o
Christian Michaud 4, christianmichaud93@gmail. com Active 5]
D 905 - Full-Time.
Diane Smith s i =
Q Diras semovoila@amail.com (438) 8834544 Active u}

Name Teams Email Phone Status

Agence Charlevoix : :
Super Projet demovoila+charlevoix@gmail.com Deleted

MOD Suzanne  MOI Suzanne demovoila+bonesso@gmail.com Active
- Full-Time

Anthony Michaud .
@ S 'y Emergency  Maintenance  Clinic  Restawant  Ambulance Active

Full-Time

David Genest
5 s

jperviso r'y Managemen:  Food Services dgenest@voila.app Active s 0
Full-Time

Diane Smith A=
Admin Managemer  accusil  Housekeeping demovoila@gmail com (438) 883-4544 Active /s 0

Full-Time



15 Once you have clicked on the icon, select the confirm button to remove the
employee as a supervisor.

Confirm action

Are you sure that you wish to remove
Anne Bonesso from the supervisors?

16  To add a manager, select Add a new manager.

s Email Phone Status

et demovoila+charlevoix@amail.com Deleted /‘ '|'j

rgency i Clinic: Active s 0

agement  Food Services dgenest@voila.app Active /' ﬁ

agement  accueil  Housckesping demovoila@gmail.com (438) B83-4544 Active F i 'ﬁ

s T Email Phone Status

rgency demovoila+bonesso@gmail.com Active /' 'ﬁ

rgency i Clinic: bl Active s 0
demoveilatrashford@gmail.com Active ,' ﬁ
demovoila+hamilton@gmail com Active s 0
daenestavoila.aoo Active »



17  Then, click on Select an employee.

Add a new manager

Select an employee
Permissions

Managers can answer requests and add empioyees to their teams. They can see an
employee's contact information, add notes to their team's employee profiles cant see
notes left by a colleague and confidential information about employaes including their salary.

Teams

18 Select the employee you desire to put as a manager.

Add a new manager

Select an employee

Q
9~
@ Anthb
. Bruno Ak
’ Bruno Aldik
@ Christian Michaud - 10305
' Christine Rashford - 22365
f&l Claudia Hamilton - 100
@ David Genest
e Diane Smith




19  Once you have selected the employee, click save.

Add a new manager

’ Anne Bonesso - 2205

Permissions

Managers can answer requests and add empioyees to their teams. They can see an
employee's contact information, add notes to their team's employee profiles, but cant see
notes left by a colleague and confidential information about employees including thei

Teams
O © O emreny®

Cancel

20 To remove a manager, click the trash icon next to the employee's name.

Name Email Phone Status
Bruno Aldik = -
o Full-Time demovoila+aldik] @gmail.com Active o
Christian Michaud 4 i - . =
@ Chistan Michoud i christianmichaud93@gmail.com Active o
Dispe, Smith demovoila@gmail.com (438) B83-4544 Active
Full-Time

Teams Email Phone Status

Charlevoix =

% Projet demovoila+charlevoix@gmail. com Deleted 2 0

Anthony Michaud =

F Y Emergency  Maintenance  Clinic  Restaurant  Ambulance. Active s 0
Full-Time

@ Management  Food Services dgenest@voila.app Active /s 0
Full-Time

Diane Smith -

n Managemene  sccusil  Housskssping demovoila@gmail.com (438) 8834544 Active /s 0

Name Teams 1 Email Status
Anne Bonesso 2
Emergency demovoila+bonesso@gmail com Active
D: 2205 - Full-Time
Anthony Michaud 3
visor 'y Emergency  Maimanance  Climie  Restauant  Ambulance Active
. demovoilatrashford@gmail.com Active /s 0
,k. demovoila+hamilton@gmail.com Active /s 0
dgenest@voila.app Active s 0



21

Once you have clicked on the icon, select the confirm button to remove the
employee as a supervisor.

Confirm action

Are you sure that you wish to remove
Anne Bonesso from the managers?

Cancel

11



