How to create custom
privacy rules
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Navigate to the Voila web console https://console.voila.app/en

Click on the Company settings icon.
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Select General Settings.

Settings

My Company
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General S«

Manage youf ke, time zone,
supported I§ bers and
admins perr) fas your
confidential i tered

Scheduling Settings

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

Payroll Settings

&
Payroll and Time Off

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

Go into the Privacy section.

< Back to settings

General Settings

Company
Privacy
Permissions,
Notifications

Modules

Organizational Structure
Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off
Time and Attendance
Billing

Integrations

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

The fallowing settings apply to the entire
company and will be used by default
when creating new open shifts or

Employee Mobility

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

replacements. You can specify settings
by team, position and / or location using
custom permissions.

Time and Attendance

Configure timesheets, approve
reminders and edit permissions
Activate web and mobile time clocks for

pecific teams, locations and positions
and define validation rules for clocking
entries
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5  Scroll down to the Custom Privacy Rules section and click on Add a privacy rule.

Privacy Settings

Hide Invitations

~ M 2 Erployeescannct ses thelistiof their colieagaes invited: o an open shift areplacermient or'a
cwap reque

® & Hide Contact Information

Employees cannot see their colleagues™ contact information.

Hide Coworkers Schedules

» With hidden schedules, an employee can't see the schedules of their coworkers.
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» 2 Hide Coworkers Leaves

With hidden leaves, an employee carit see the leaves of their coworkers.
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Chat Privacy Settings

Hide conversations
When active, the conversations feature is disabled for all Voila users.

Prevent conversations between employees and their managers
B \hen active, an employee cannot start a conversation with his or her managers. Managers,
supervisors and administrators can stil do it

» Prevent conversations between colleagues
When active, an employee cannot start a conversation with one or more of his colleagues.

Custom Privacy Rules () ) rule

Custom Rules Application
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6  Click on Select a team.

Add A Privacy Rule

°Applicalion 21 custom rules

| Team
Select a team




7  Select the team for which you want the custom rule to apply to.

Add A Privacy Rule

°Applicalior\ 2 Custom rules

Custom Rules Application

Team
Select a team
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8  Select the switch of your choice to activate or deactivate a rule.

Add A Privacy Rule
1 Application o Custom rules

Settings
Hide Invitations

Employees cannot see the list of their colleagues invited to an open shift, a
replacement or a swap request.

Hide Contact Information
Employees cannot see their colleagues” contact information.

Hide Coworkers Schedules
With hidden schedules, an employee canit see the schedules of their coworkers.

Hide Coworkers Availabilities
With , an empl 0 their coworkers.

Hide Coworkers Leaves
With hidden leaves, an employee canit see the leaves of their coworkers.




9  Onceyou are done, click on Save to apply the changes to your account.

Add A Privacy Rule

1 ) Application o Custom rules

Privacy Settings

Hide Invitations

® O Employees camot see the list of their colleagues invited to an open shift,a
replacement or a swap request.

Hide Contact Information
Employees cannot see their colleagues™ contact information.

Hide Coworkers Schedules
With hidden schedules, an employee can't see the schedules of their coworkers.

Hide Coworkers Availabilities
with an empl it f their coworkers.

Hide Coworkers Leaves
With hidden leaves, an employee can't see the leaves of their cowarkers.




