How to create a shiftin  V®@ila
Employees View?

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

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

2  Click Schedule
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Select Employees view

= Today <

Sorted by First name v

6 Time off

Anne Bonesso

Full-Time
20h - 300 - Je vais a [école
Anthony Michaud
Full-Time
ND-37h

Bruno Aldik 4
¥ Full-Time .
-37.5h

Total planned hours
Total overtime hours

Total workforce cost

Click on the cell in the column of the day and the row of the employee of your

choice

= Today ¢

Sorted by First name v

R Time off

Anne Bonesso

- Full-Time
20h - 30h - Je vais a école
Anthony Michaud
Full-Time
ND-37h

Bruno Aldik
¥ Full-Time
-37.5h

<
Total planned hours
Total overtime hours

Total workforce cost
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5  Click Start time

Bruno Aldik - Tuesday, July 19, 2022

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

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location
Room 1

View budgets Draft @ GRS

6 Select the start time for the shift

Bruno Aldik - Tuesday, July 19, 2022

End time
1:00

Sub-location
Room 1

View budgets DITAOM Create v




7  Click End time

ﬂ Bruno Aldik - Tuesday, July 19, 2022

Start time | Endtime
0:15 | 1:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location
Room 1

View budgets DIEEQM Create v

8  Select the end time for the shift

ﬂ Bruno Aldik - Tuesday, July 19, 2022

Starttime End time

0:15 [1:00}

Repeat 0:30 15m
Does not repeat

0:45 zom
Team

Kitchen U

1:15 1hom
Position

Cook 1 1:30 1h15m

Location 1:45 1h3om
Restaurant 2

Sub-location
Room 1

View budgets




9  Click Team drop down menu

ﬂ Bruno Aldik - Tuesday, July 19, 2022

Starttime End time
0:15 1:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location
Room 1

View budgets DIEEQM Create v

10 Select the team of your choice

Bruno Aldik - Tuesday, July 19, 2022

Start time End time

0:15 1:00

Repeat
Does not repeat

Team
Kitchen

Q

Kitchen

Waiter

Sub-location
Room 1

View budgets DIEVROM Create v




11  Click Position drop down menu

ﬂ Bruno Aldik - Tuesday, July 19, 2022

Starttime End time
0:15 1:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location
Room 1

View budgets DIEEQM Create v

12  Select the position of your choice

Bruno Aldik - Tuesday, July 19, 2022

Start time End time

0:15 1:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Q

Cook 1

Supervisor




13  Click Location drop down menu

Bruno Aldik - Tuesday, July 19, 2022

Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location
Room 1

Paid breaks

Unpaid break &

v Advanced parameters (¢} {5

View budgets Draft @ EECEICIIRG

14  Select the location of your choice

@ Bruno Aldik - Tuesday, July 19, 2022
Kitchen

Position

Cook 1

Location
Restaurant 2

Q

Restaurant 1
Restaurant 2

Restaurant 3

v Advanced parameters &} {5}

View budgets Draft ®




15  Click Advanced parameters if required

@ Bruno Aldik - Tuesday, July 19, 2022

Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

Paid breaks @

Unpaid break @

dvanced parameters -} {5}

View budgets Draft @ GRS

16  Click Publish

ﬂ Bruno Aldik - Tuesday, July 19, 2022
Internal note

This note is only visible by managers, supervisors or administrators

Shift Premiums
Night €3  Example 1 €3

Time Zone

(UTC-05:00) Toronto

Paid preparation time
om

Minimum score

0

View budgets O praft ®

@ There is another way to create a shift in employees view. Here are the steps:




17  Click the icon located a the right of the schedule

—
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18 Select Shift with assignement or Open shift according to the type of shift you want
to create

New shift

AT GERSLIGE S Open shift

Date
Sunday, July 17, 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




19 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 O Draft @ ILEEY

20 Select the date

July 2022

TODAY  CANCEL




21 Click Start time

New shift

Shift with assignment eI ¥ i |

Date
Friday, July 22, 2022

Sta End time
0: 1:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location

Restaurant 1 ¥

View budgets (HCIEOM Publish v

22  Select the start time of the shift

New shift

B ATHGESSL L Open shift |

Date
Friday, July 22, 2022

Start time End time
1:00

A

0:45

‘ 1:00

‘ 1:15

| v

View budgets [ Draft ®

11



23 Click End time

New shift

Shift with assignment JeJIIE 11 ‘

Date
Friday, July 22,2022

Start time

0:15

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

View budgets [ praft @ EEE Y

24 Select the end time for the shift

New shift

Shift with assignment eI ‘

Date
Friday, July 22, 2022

Start time End time

0:15 [1:00}

Repeat
Does not repeat

Team =
Kitchen L
. 115

Position

Cook 1 1:30 1h15m

1:45 1h3om

Location
Restaurant 1

View budgets [ Draft @ R ™

12



25 Click Team drop down menu

New shift

Shift with assignment OISR I |

Date
Friday, July 22, 2022

Start time End time

0:15 1:15 (Thom)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

View budgets [ Draft @ [T I

26  Select the team of your choice

New shift

shift with assignment [T

Date
Friday, July 22, 2022

Starttime End time
0:15 1:15

Repeat

Does not repeat

Team
Kitchen

Q

Kitchen O

Waiter

View budgets O praft @

13



27  Click Position drop down menu

New shift

Start time End time

0:15 1:15

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

Assigned employees

View budgets [ Draft @ [T I

28  Select the position of your choice

New shift
Start time End time
0:15 115 (1h om)

Repeat
Does not repeat

Team
Kitchen

Position
Cook 1

Q

Cook 1
Supervisor

Assi¢

View budgets [ Draft @ [T

14



29  Click Location drop down menu

New shift

Does not repeat

Team
Kitchen

Position

Cook 1

Location

Restaurant 1 O
=
Q,

Assigned employees

Search in all employees

Employee Seniority

View budgets [ Draft @ [T I

30 Select the location of your choice

New shift

Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

Q

Restaurant 1

Restaurant 3

Employ

Recom

View budgets (EDICIEON Publish v




31 Choose the employee you want to assign for the shift

New shift

Assigned employees

Search in all employees

Employee

Recommended employees (available) | View criteria \

Christine Rashford - 22365
0@

Full-Time
ND - ND

;  Bruno Aldik A
s Full-Time
10h-37.5h
Bruno Aldik
0 a Full-Time
10h-37.50
Claudia Hamilton - 700
\:\ %l Full-Time
h - Je suis alécole

Ahrictinn Minhaod 10005 &

View budgets

32 Do afinal check and click Publish

New shift

Assigned employees

Search in all employees

Employee

jed employ (available) | View criteria |

Christine Rashford - 22365
0O ‘ Full-Time
ND-ND

Bruno Aldik 4.

ﬁl Full-Time

10h-37.5h

Bruno Aldik
O Q Full-Time

.5h
Claudia Hamilton - 700
0d

Je suis & école

Phrintinn Minhaud _1n0ns &

View budgets [ praft @

O praft @

Q

Seniority

Nov 2009

0ct 2010

Oct 2010

Jun 2018

Q

Seniority

Nov 2009

Oct 2010

Oct 2010

Jun 2018

Publish v




