How to create a new
Employee

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

2  Gotothe Employees Tab.
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Click on Add an Employee

-
Employees FSUTHCT)M inactive (13) ‘ AII(E])/
o 4 ol
Name T Status Phone Clocking...  Email Teams Position Location
Anne Bonesso Emergency  Maintenance Nurse  Reception  Supervisor Etablissement 1
9 i Full-Time 00001 demovoila+honesso 7/
0: 2205 Clinic -2 Etablissement 2
" Emergency  Maintenance. Murse  Warehouse work. Erablissement 3
@ Anthony Michaud 4 Full-Time 98233 Va
¢ Clinie Logistic Coordin  +4 Etablissement 1
Nurse  Warehouse work. Etablissement 3
* Bruno Aldik 4 Full-Time 40278 demovailasaldik@g. Emergency  Restaurant P
Logistic Coordin_  +4 Etablissement 1
Bruno Aldik ) . Nurse  Warehouse work Etablissement 3 R
une ] Full-Time 31412 demovoila+aldik1@g Emergency  Restaurant Vs
Logistic Goordin_ +4 Eablissement 1
Christian Michaud Nurse  Warehouse work. Etablissement 3
@ I A Full-Time 79911 christianmichaudg3.. Emergency  Restaurant Vi
0 10905 Logistic Coordin.~ +4 Erablissement 1
Christine Rashford Emergency  Maintenance Etablissement 3
.‘ 2 Full-Time 85303 demovoilasrashford Hurse P
L Clinic Etablissement 1
F Claudia Hamilton Emergency  Maintenance Nurse h k 3
ﬁ' fanager Full-Time 14586 demovoilathamilton Vi
D: 10 Clinie Logistic Coordin. +4 Eablissement 1
Emergency  Maintenance MNurse  Reception  Supervisor Etablissement 3
@ David Genest 4 Full-Time 90687 dgenest@voila.app Vs
Clinie 2 Erablissement 1
I ——— Emergency  Maintenance Hurse  Logistic Coordin_.
9 iane Smitl Full-Time (438) 883-4544 12345 demovoila@gmail.co 7
el Clinic Reception  +3
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Type the First Name, Last Name, Email and Phone Number of the new Employee

Add an employee

°Infnrmatlon 2 | Associations (| 8 = Additional Information

First name
Morgan

Last name
Freeman

Status
Full-Time

Email {optional)
Morgan@freeman.com

Phane Number (optional)

123456789

Cancel




5  Click Next

Add an employee

o Information o Associations e Additional Information

First name Last name
Morgan Freeman

Status
Full-Time

Email (optional)
Morgan@freeman.com

Phene Number (optional)

1234567890

Cancel

Click on this dropdown menu to select the Teams
Select one or more teams

Add an employee

o Information e Associations o Additional Information

Teams [

Select one or moretec

Pasitions

Select one or more positions

Locations
Select one or more locations




Teams
Select one or more teams

Q

All teams

Ambulance
s

Clinic \.5

Emergency

Maintenance

Restaurant

7 Click on this dropdown menu to select the Positions
Select one or more positions

Add an employee

o Information o Associations o Additional Information

Teams
Clinic £}  Maintenance 3

Positions T

£ \\
Select one ¢ ' 2 positions
| —
Locations

Select one or more locations




All positions
Clerk ‘
Logistic Coordinator ‘

MNurse

e

4 :
Pediatrl\r_ a \.

—

Reception

Security

Supervisor

Warehouse worker

8 Click on this dropdown menu to select the Locations
Select one or more locations.

Add an employee

o Information o Associations a Additional Information

Teams
Clinic )  Maintenance £

Positions
Pediatrician () Security ()

Locations
Select one or m s




Add an employee

o Information o Associations o Additional Information

Teams
Clinic {3  Maintenance (3

Positions
Pediatrician ()  Security )

Locations
Select one or more locations

Q
All locations
Etablisseme /@;,L
Etablissem[, 1
Etablissement 3

Etablissement 4

9  Click Next

Add an employee

o Information ° Associations a Additional Information

Teams
Clinic )  Maintenance £

Positians
Pediatrician () Security ()

Lacations
Etablissement2 () Etsblissement3 ()




10 Optional: Type the Employee ID, the Hourly Wage, the Max hours per week, the
Max hours per pay period

Add an employee

o Information o Associations e Additional Information

Employee |D (optional)

Hourly Wage (optional)

Max Hours (optional)

Max hours per pay period (optional)
Hiring Date (optional)

Send invitation (3

11 Click on the Hiring Date field to access the calendar
Select the Hiring Date

Hourly Wage (optional)
25

Max Hours (optional)

40

Max hours per pay period {optional)

80

Hiring Date (optional)

Send invitation (@




May 2022 -~

12 Select Send Invitation if you would like the employee to receive an invitation right
away.

Add an employee

o Information e A

Employee D {optional)
123

Hourly Wage (optional)

Max Hours (optional)

40

Max hours per pay period (optional)

80

Hiring Date (optional)

11.405/2022

ritation @




13 Click Save

Add an employee

o Information o Associations e Additional Information

Employee I (optional)

Hourly Wage (aptional)
25

Max Hours (optianal)
0

Max hours per pay period {optional)

Hiring Date (optional)
11/05/2022

Send invitation (2




