How to create an open

shift?

vaoila!l

Open shifts allow you to invite multiple employees to take a specific shift based on
their profile and availability. Invited employees will have the option to accept or

decline the shift

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

2  Click Schedule
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’ Anne Bonesso

D Bruno Aldi

Full-Time

h-37.5h

Select Employees view

Jul 10,2022 -Jul 16,2022 >
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SUN 10
.
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5:00 - 14:00 (3h Om)
$1, Restaurant 3

9:00 - 12:00 (3h Om)
Logistic Coordinator, Resta

00 - 16:00 (7h 0m) @

I Nurse, Restaurant 3

9:00 - 16:00 (7h Om) &
Nurse, Restaurant 3

10:00 - 18:00 (8h Om)
Sp1, Restaurant 3

10h Om)
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)
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= Today <

Anthony Michaud
Full-i

i‘ B0 Aldik
FllTime

Bruno Al

19.8n (63.8n)

MON 11

500 - 14:00 (9h 0m)
$1, Restaurant 3

9:00 - 12:00 (3h Om)
it ot Hest
00 - 16:00 (7h Om)

I Nurse, Fostan s

9:00 - 16:00 (7h 0m)
Nurse, Reﬁ«aurr.m 3

10:00 - 18:00 (8h Om)
Sp1, Restaurant 3

12:00 -22:00 (10h 0m) ¢
S1, Restaurant 3

9:00 - 17:00 (8h Om) &
H1, Restaurant 3

$0 (50)

Calendar view|

TUE 12

500 - 14:00 (Sh Om)
$1, Restaurant 3

9:00 - 16:00 (7h Om)
Logistic Coordinator, Resta

9:00 - 16:00 (7h Om)
Nurse, Res1auram E

9:00 - 16:00 (7h Om)
Nurse, Restaurant 3

Sp1, Restaurant 3

10:00 - 18:00 (8h Om)
Sp1, Restaurant 3

12:00 - 22:00 (10h Om)
S1, Restaurant 3

9:00 - 17:00 (8h Om) =&
H1, Restaurant 3

9:00 - 17:00 (8h Om) =
H1, Restaurant 3

Imnu 18:00 (8h Om).

on (on)

$171 (5171)

'Employees view )
—~—

WED

13

5:00 - 14:00 (9h Om) @
1, Restaurant 3

9:00 - 16:00 (7h Om) &
Logistic Coordinator, Resta..

9:00 - 16:00 (7h Om)
Nurse, Restauvznw

9:00 - 16:00 (7h Om)
Nurse, Restaurant 3
Nurse, Restaurant 3

9:00 -16:00 (7h Om)
Nurse, Restaurant 3

12:00 - 22:00 (10h Om)
S1, Restaurant 3

9:00 - 17:00 (8h Om) =«
HI, Restaursnt3

9:00 - 17:00 (8h Om) =
H1, Restaurant 3

Igua 16:00 (7h Om)

HU 14

0:00 - 3:00 (3h Om)
1R

10:00 - 18:00 (8h Om)
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ao o
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9:00 - 17:00 (8h 0m)
H1, Restaurant 3

9:00 - 17:00 (8h Om) =
H1, Restaurant 3

0:15 - 7:00 (6h 45m) ©
1.RI
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.
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5:00 - 14:00 (9h Om):
$1, Restaurant 3

or2 | |80l Restaurant 3

12:00 - 22:00 (10h Om)
1, Restaurant 3

12:00 - 22:00 (10h Om) | ' ‘

3 9:00 - 17:00 (8h Om) &
H1, Restaurant 3

9:00 - 17:00 (8h Om) =
H1, Restaurant 3

2:00 - 8:00 (6h Om)
HI,R2

1t (s

€1, R2-Roo!

1 nn 7:00 (6h Om)

I 1:00-23:00 (22h Om) &

1:00 - 23:00 (2zh Om)
H1,R2-Room 1

8230 (108.3)
1630 (16.3n)

$1,238 ($1,238)

1:00- 545(5h 45m)®
C1,R2-Roor

19.8n (54.8n)
6h (sn)

5477 (34

v | | Nogrouping v
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5:00 - 14:00 (3h Om)
1, Restaurant 3

10:00 - 18:00 (8h Om)
Sp1, Restaurant 3

2:00 - 7:00 (5h 0m)
H1, Restaurant 3

$148 (5148)

32h
$684.0

Oh 2ok
50.00

67.25n
$1,699

11.75h
52623

200
$0.00

142.80
27.30

$2,64¢

Click in the box located in between Open shifts and the column of the day desired

for the shift

Jul10,2022- Jul 16,2022 | >
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Sorted by First name v

e

5:00-14:00 (9h 0m).
S1,Restaurant 3

9:00-12:00 (3h 0m).

MON 11

5:00-14:00 (oh 0m)
$1, Restaurant 3

uo 12:00 (30 am)

9:00-16:00 (7h Om).
Nurse, Restaurant 3

9:00-16:00 (7h Om}
Nurse, Restaurant 3

10:00 - 18:00 (8h Om).
Sp1, Restaurant 3

12:00- 22:00 (10h 0m)
1, Restaurant 3

Anne Bonesso v

Full-Time

1:30-21:15 (19h 45m) &
)
Absent

FullTime
10h-37.50

Christian Michaud
m f

10h- 40h e
Total planned hours 198 (62.60)
Total overtime hours oh (on)
Total workforce cost s441 (5441)
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16:00 (7h 0m)

00-
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9:00-16:00 (7h 0m)
Nurse, Restaurant 3

10:00-18:00 (8h Om)
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9:00-17:00 (8h Om) =
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9:00-17:00 (8h Om) =
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Imnu 18:00 (8h 0m)

8n (72h)

on (oh)

WED 13

5:00-14:00 (sh om),
S1, Restaurant 3

9:00-16:00 (7h 0m)
Logistic Coordinator, Resta
9:00-16:00 (7h 0m)
Nurse, Restaurant 3

9:00-16:00 (7h Om)
Nurse, Restaurant 3
Nurse, Restaurant 3

-16:00 (7h om)
Nires Resiaants

12:00- 22:00 (10h 0m)
S1, Restaurant 3

9:00-17:00 (8h Om) &
1, Restaurant 3

9:00-17:00 (8h Om) =
HI, Restaurant 3

I 00-16:00 (7h Om)
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on ok
9:00 - 17:00 (8h 0m) = 9:00- 1700 (8h om)= §000
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6725n
1902300 (220 om) - 2:00- 8:00 (6h Om) @ 2:00-7:00 (5h 0m) & $1699.26
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5  Click Start time

New shift on Friday, July 15, 2022

shift with assignment

| starttime End time
0:00 3:00

Repeat
Does not repeat

Team

Kitchen

Position Quantity
Cook 1 1

Location
Restaurant 1

v 0 Employees will be invited

Paid breaks

Unpaid break @

~ Advanced parameters {1} {1}

View budgets

6  Select the start time of the shift

New shift on Friday, July 15, 2022

| Shift with assignment m

Start time Endtime

(3hom)

Quantity

Unpaid break &

v Advanced parameters £} {6

View budgets




7  Click End time

New shift on Friday, July 15, 2022

‘ Shift with assignment m

Starttime
0:13

Repest
Does not repeat

Team
Kitchen

Position Quantity

Cook 1

Location
Restaurant 1

v 0 Employees will be invited

Paid breaks @

Unpaid break @

v Advanced parameters (&}

View budgets

8 Select the end time for the shift

New shift on Friday, July 15, 2022

shi assignment

Start time End time
0:15 (2h 45m)

Repeat 7
Does not repeat 1:30 1h15m
1:45 1h30m
Team
Mitchen 2:00 1h4sm
Position | 2:152n0m
Cook 1
2:30 2 15m
Location
Restaurant 1

2:45 20 30m

v 0 Employees will be invited

Paid breaks @

Unpaid break @

v Advanced parameters {5 (&

Vi g oo [




9  Click Team drop down menu

New shift on Friday, July 15, 2022

snit s [

Start time: End time
0:15 315

Repeat

Position

Quantity
Cook 1

Location
Restaurant 1

v 0 Employees will be invited

Paid breaks @

Unpaid break @

w Advanced parameters £} {5

View budgets

10 Select the team of your choice

New shift on Friday, July 15, 2022

‘ shift with assignment

Start time End time

0:15 315

Repeat
Does not repeat

Team
Kitchen

~ 0 Employees will be invited

Paid breaks @

Unpaid break @

~ Advanced parameters {3 {5}

View budgets




11  Click Position drop down menu

New shift on Friday, July 15, 2022

snt s [T

Start time:
0:15

Repest
Does not repeat

Team
Kitchen

7 AV
Position Quantity
Cook 1 1

Location
Restaurant 1

v 0 Employees will be invited

Paid breaks @

Unpaid break @

v Advanced parameters £} (0

View budgets

12  Select the position of your choice

New shift on Friday, July 15, 2022

Shift with assignment

Start time Endtime
% (3h om)

Repeat
Does not repeat

Team
Kitchen

Position Quantity

Cook 1
Q
Cook 1

« o Supervisor

Paid breaks

Unpaid break &

v Advanced parameters £} {6

View budgets




13  If you want to create several shifts at the same time select the desired quantity

New shift on Friday, July 15, 2022

| Shift with assignment I:ﬁﬂi'

Start time End time

015 3:15

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

~ 0 Employees will be invited

Paid breaks 3

Unpaid break @

v Advanced parameters {5} {5

View budgets

14  Click Location drop down menu

New shift on Friday, July 15, 2022

| Shift with assignment m

Start time
: (3hom)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

v 0 Employees will be invited

Paid breaks @

Unpaid break &

v Advanced parameters & {5

View budgets




15  Select the Location of your choice

New shift on Friday, July 15, 2022

snit s [

Start time:
0:15

Repest
Does not repeat

Team
Kitchen

Position Quantity
Cook 1

Location
Restaurant 1

Rest

Restaurant 3

v Advanced parameters {

View budgets

16  Click Employees will be invited

New shift on Friday, July 15, 2022

Shift with assignment

Start time Endtime
% (3h om)

Repeat
Does not repeat

Team
Kitchen

Position Quantity

Cook 1

Location
Restaurant 1

v 0 Employd

Paid breaks @

Unpaid break &

v Advanced parameters £} {6

View budgets




17  Click Invitation rule

New shift on Friday, July 15, 2022

\ Shift with assignment m

Start time End time
0:15 318

Repeat
Does not repeat

Team
Kitchen

Position Quantity

Cook 1 1

Location
Restaurant 1

A 0 Employees will be invited
Everyone

‘ Invitation rule Minimum score

E 0 be invited
No employees

Needs approval @

Preferred employees ()

Paid breaks @

Unpaid break ®

View budgets

18 Select the invitation rule of your choice

New shift on Friday, July 15, 2022

e ©r =i |

Start time Endtime

0:15 315

Repeat
Does not repeat

Team
Kitchen

Position Quantity

Cook 1 1

Location
Restaurant 1

A 0 Employees will be invited

Invitation rule Minimum score
Everyone

Seniority

Every Locations
Everyone

Last minute replacement
Union A - Advanced Flow

Score

Unpaid break ®

View budgets




19  Click Advanced parameters if required

New shift on Friday, July 15, 2022
0:15

Repeat
Does not repeat

Team
Kitchen

Position Quantity

Cook 1

Location
Restaurant 1

A~ 1 Employee will be invited .

Invitation rule Minimum score
Everyone

Employees to be invited
@ chistine Rashford

Needs approval @

Preferred employees @

Paid breaks @

Unpaid break ®

anced parameters 7 {7

[REINAGH Publish  ~

20 Fillin the advanced settings according to your preferences

New shift on Friday, July 15, 2022

Paid breaks &

| Unpaid break ®

A Advanced parameters {} {3

Variable end time @
Shiftis on call @

Note

Internal note

This note is only visible by managers, supervisors or administrators

Shift Premiums
Night ) Example 1 @

Time Zone
(UTC-05:00) Toronto

Paid preparation time
O0m

Minimum score

0

View budgets

10



21

Click Publish

New shift on Friday, July 15, 2022

Paid breaks @

Unpaid break @

~ Advanced parameters {5} £}

Variable end time @

Shiftis on call ®

This note is only visible by managers, supervisors or administrators

Shift Premiums
Night € Example 1 )

Time Zone
(UTC-05:00) Toronto

Paid preparation time
Om

Minimum score

View budgets

11
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Click the icon located at the right of the schedule

< Jul10,2022-Jul16,2022 >

Sorted by First name v

(38)

550

iz 3 Ticole
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lichaud
a

+Time

23

oy
SUN 10
.

(]

5:00 - 14:00 (9h Om)
$1,Restaurant 3

9:00-
Logistic Coordinator, Resta

12:00 (3h Om

9:00-16:00 (7h Om) ©
Nurse, Restaurant 3

Nurse, Restaurant 3

10:00 - 18:00 (8h Om) ©
Sp1, Restaurant 3

12:00 - 22:00 (10h 0m) @
81, Restaurant 3

I9on 16:00 (7h 0m) @

I1au—z1 15 (19h 45m)
]

Absent

19.8n (62.8n)
0h (on)
5441 (5441)

Click Open

MON 11

@

500 - 14:00 (h 0m) @
$1, Restaurant 3

9:00 - 12:00 (3h Om) &
Logistic Coordinator, Resta.

9:00 - 16:00 (7h Om) &
Nurse, Restaurant 3
9:00 - 16:00 (7h Om) &
Nurse, Restaurant 3
Sp1, Restaurant 3

12:00 - 22:00 (10h Om) &
3

Imun 18:00 (8h Om) &
Isw Restaurant

9:00 - 17:00 (8h Om) &
H1, Restaurant 3

0n(52n)
on(an)
$0(30)

Calendar view [EENISITRTEN

TUE 12

5:00 - 14:00 (9h Om)
1, Restaurant 3

9:00 - 16:00 (7h Om) &
Logistic Coordinator, Resta.

9:00 - 16:00 (7h Om) ¢
Nurse, Reslauvam E

9:00-16:00 (7h Om) ¢
Nurse, Restaurant 3
Sp1, Restaurant 3

10:00 - 18:00 (8h Om) &
Sp1, Restaurant 3

1200 2200 (bR oim)
S1,Restau

v

9:00 - 17:00 (8h Om) =
H1, Restaurant 3

9:00 - 17:00 (8h Om) 5
H1, Restaurant 3

I1uau 18:00 (8h 0m) @

8h (720)
Onan)
$171 (5171)

New shift

shift with ast

WED 13

5.00- muu(gh om) @
1, Restaurant 3

9:00 - 16:00 (7h Om) &
Logistic Coordinator, Resta

9:00-16:00 (7h Om) &
Nurse, Restaurant 3
Nurse, Restaurant 3

9:00-16:00 (7h 0m) ©
Nurse, Restaurant 3

I 00-16:00 (7h Om) &
9:00-16:00 (7h 0m) &
Nurse, Restaurant 3
12:00 - 22:00 (10h OM) &
S1,Restaurant 3

9:00 - 17:00 (8h Om)
H1, Restaurant 3

9:00 - 17:00 (8h Om)
H1, Restaurant 3

8n(70n)
0Oh (0N}
$171(8171)

ignment

Date
Sunday, July 10, 2022

Start time

0:00

Repeat

Does not repeat

Team
Kitchen

Position

Cook 1

Location

Restaurant 1

Assigned employees

Employee

This period has drafts  Publish

THU 14
.
uuu 3:00(3h Om) & °
02
015 700(6h45m) ¢ o
0/2
10:00 - 18:00 (8h Om) @
spl, Restaurzmi
12:00 - 22:00 (10h Om)
51, Restaurant 3

9:00 - 17:00 (8h Om) =&
H1, Restaurant 3

9:00 - 17:00 (8h Om) =
1, Restaurant 3

mn zam(zzh 0m) &
C1,R2 - Rool

S 700(6h om) @

|1 45-16: lsuah E
|1 e
8230 (108:30)
1630 (16.37)
$1,238 (1,238)

(available) | View criteria |

Bruno Aldik

o Full-Time

Other

(available) [ View oriteria |

Christian Michaud - 10

Full-Time

0@ i

View budgets

0:15-3:15 (3h Om) &
CLRI

1, Restaurant 3

10:00 - 18:00 (8h 0m) ©
Sp1, Restaurant 3

12:00 - 22:00 (10h Om) @
51, Restaurant 3

Isonrmouwhnm).

9:00 - 17:00 (8h Om) =
H1, Restaurant 3

9:00 - 17:00 (8h Om) &
H1, Restaurant 3

2:00 - 8:00 (6h Om) &
H1,R2

1:00- ﬁaﬁ(ﬁn 45m)®
€1,R2-Room 1

22.8n (57.8n)
6n (6n)
$477 (5477)

Q

Week v

@ ¥ &

SAT 16

. ISDD-MDO(Qth)'

S1, Restaurant 3

Sp1, Restaurant 3

Iwunrman(sham):

2:00 - 7:00 (Sh Om) &
H1, Restaurant 3

5h (22n)
5h (5h)
§148(35148)

No grouping v

0K

& Auto-assign

o®s®

TOTAL
Plannsd hours
Cost

Leares

12.75h (272.75h)
s0.00

32h
$684.00

Oh {aoh)
50.00

67.250
$1,699.26

11.75h
§262.38
21

$0.00

145.8h (445.8)
27.3n

$2,646 (52,646)

12



24  Proceed to steps 5 to 21 above

New shift

\ Shift with assignment m

Date
‘ Sunday, July 10, 2022

Start time End time

0:00 1:00 (1hom)

Repeat
Does not repeat

Team
Kitchen

Position Quantity

Cook 1 1

Location
Restaurant 1

1 Employee will be invited e

7 Paid breaks @

Unpaid break @

v Advanced parameters i} (i

View budgets [mBSYO Pubiish




