How to create a shift in
Calendar View?

Learn how to create a shift in Calendar View with Voila!

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

2  Click Schedule
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3  Select Calendar view
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Select a time slot in the calendar by dragging your cursor
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Click Shift with assignement or Open shift according to the type of shift you want
to create

New shift on Wednesday, July 20, 2022

Shift with §88 3 Open shift

Start time End time

0:00 4.00 (4h Om)

Repeat
Does not repeat

Team
Kitchen

Position
Supervisor

Location
Restaurant 1

View budgets (EPIEHEOM Publish (2) v

6 Click Start time and/or End time if you want to correct the time slot you previously
selected

New shift on Wednesday, July 20, 2022

Start time End time
0:00 4:00 (4h Om)

Repeat
Does not repeat

Team
Kitchen

Position
Supervisor

Location
Restaurant 1

View budgets (MPIEEOM Publish (2) v
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Click Team drop down menu

New shift on Wednesday, July 20, 2022

Shift with assignment OISR I ‘

Start time End time
0:15) 4:00 (3h 45m)

Repeat
Does not repeat

| Team
Kitchen

Position
Supervisor

Location
Restaurant 1
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Select the team of your choice

New shift on Wednesday, July 20, 2022
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9  Click Position drop down menu

New shift on Wednesday, July 20, 2022

Shift with assignment OISR I |

Start time End time

0:15 4:00 (3h 45m)

Repeat
Does not repeat

Team
Kitchen

Position
Supervisor

Location
Restaurant 1

View budgets (MDIEIGM Publish (2) v

10 Select the position of your choice

New shift on Wednesday, July 20, 2022

shift with assignment [T

Start time End time

0:15 4:00 (3h 45m)

Repeat
Does not repeat

Team
Kitchen
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Q

Cook 1 Q

Supervisor




11  Click Location drop down menu

New shift on Wednesday, July 20, 2022
Repeat
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12  Select the location of your choice

New shift on Wednesday, July 20, 2022
Repeat
Does not repeat
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13  Choose the employee you want to assign for the shift

New shift on Wednesday, July 20, 2022

Location
Restaurant 1

Assigned employees

Search in all employees Q

Employee Seniority
Recommended employees (available) | View criteria |
Bruno Aldik 4.

s Full-Time
10h-37.5h

Oct 2010

Bruno Aldik
O Q o8 Twie 0Oct 2010

16h-37.5n

Anthony Michaud 4.
O @ Full-Time

ND -37h

View budgets (EPIEHEOM Publish (2) v

14  Click Publish

New shift on Wednesday, July 20, 2022

Location
Restaurant 1

Assigned employees

Search in all employees Q

Employee Seniority
Other suggested employees (available) | View criteria )
Part-Time
O “ 10h- 37.5h May 2007
28 Kitchen
Roxane Payet
Full-Time
O ‘ ND-37.5h May 2008
M Kitchen

Christine Rashford - 22265
EullTima

View budgets O praft @

There is another way to create a shift in Calendar View. Here are the steps to
follow:




15 Click the purple icon located at the right of the schedule
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16 Click Shift with assignement or Open shift according to the type of shift you want
to create

New shift

-
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Date
Sunday, July 17, 2022

Start time End time

0:00 1:00

Repeat

Does not repeat

Team
Kitchen

Position

Cook 1

Location
v

Restaurant 1 b
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17 Click Date

New shift

Shift with assignment o] iRl

Date
Sunday, July 17,2022

Starttime End time
0:00 1:00 (1h om)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

View budgets (HBICHEQN Publish (3) v

18 Select the date of the shift

July 2022

TODAY  CANCEL




19 Click Start time

New shift

Shift with assignment e/ RTIE

Date
Thursday, July 21, 2022

Start time End time
0:00 1:00 (1h 0m)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

View budgets (EPIEHEGM Publish (3) v

20 Select the start time of the shift

New shift

Shift with assignment e/ RTI

Date
Thursday, July 21, 2022

Start time End time

1:00 (1h Om)

0:45

‘ 1:00
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21 Click End time

New shift

Shift with assignment OISR I ‘

Date
Thursday, July 21, 2022

Start time End tim: 7
0:30] 1:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

View budgets (MBIEIGM Publish (3) v

22 Select the end time of the shift

New shift

Shift with assignment eI ‘

Date
Thursday, July 21, 2022

Start time End time

0:30 [1:00}

Repeat
Does not repeat

Team
Kitchen

1:3
Position

Cook 1 1:45 ThT5m

Location 2:00 1h 30m ) ‘
Restaurant 1

View budgets (MBIEEOM Publish (3) v
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23 Click Team drop down menu

New shift

Shift with assignment OISR I |

Date
Thursday, July 21, 2022

Start time End time

0:30 1:30]

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

View budgets (MBIEEGM Publish (3) v

24  Select the team of your choice

New shift

Shift with assignment e/ RTI

Date
Thursday, July 21, 2022

Start time End time

0:30 1:30 (1h Om)

Repeat

Does not repeat

Team
Kitchen

Q

Waiter -

View budgets (MPIEEOM Publish (3) v
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25 Click Position drop down menu
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26  Select the position of your choice
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Date
Thursday, July 21, 2022

Start time End time
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Click Location drop down menu
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Start time
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End time

1:30
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29 Choose the employee you want to assign for the shift

New shift
Search in all employees

Employee Seniority

Recommended employees (available) | View criteria

Bruno Aldik 4.
Full-Time
10h-37.5h

Bruno Aldik ot
D Iful\~Time Oct 2010

10h-37.5h

Anthony Michaud 4.
D @ Full-Time

ND -37h

Oct 2010

O Filippo Boileau

Full-Time

Other suggested employees (available) | View criteria |
Sarah Couture
b Full-Time
O w: ND-37.5h Jan 2006
" Kitchen

View budgets (EPIEHEGM Publish (3) v

30 Click Publish

New shift
Search in all employees

Employee Seniority
Recommended employees (available) | View criteria i

Bruno Aldik /4

O 4 rurtime 0ct 2010

10h-37.5h

Bruno Aldik
D Full-Time Oct 2010

Admir
10h-37.5h

Anthony Michaud 4
D @ Full-Time

ND-37h

0 Filippo Boileau

Full-Time

Other suggested employees (available) | View criteria |
Sarah Couture

. Full-Time

O @: ND-37.5h Jan 2006
" Kitchen
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