How to edit/archive a vaild!
position?

Learn how to edit or archive a position with Voila!

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

2  Click Company settings
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Select Organizational Structure

My Company
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General Settings

Manage your company name, time zone,
supported languages, managers and
admins permissions as well as your
confidential information entered.
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Organizational Structure
Define your company's management
levels and the structure of its divisions,
teams, positions-lacations and sub-
locations.

Scheduling Settings

B
Schedules and Availability Invitation & Assignment

Define the types of events supported, The following settings apply to the entire
the week’s starting day, work constraints company and will be used by default
and automated schedule publishing when creating new open shifts or

4  Click Positions Management

< Back to settings

Organizational Structure

Divisions & Teams

General Settings
Organizational Structure ~

Divisions & Teams

Positions Management +

Locations Management

> M2 Clinic 41 members

Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off
Time and Attendance
Billing

Integrations
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Employee Mobility

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



5  Press the pencil at the end of the position you want to change

Organizational Structure

N Positions Management
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. Logistic Coordinator YOUTH Clinic Va
. Nurse NURS Clinic Vd
. Pediatrician Clinic Va
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Rows per page: 25 v 1-8 of 8

6  Change the Name, Abbreviation and/or Color of the position

Edit position

o Informations e Associations

Name

Clerk

Abbreviation

Maximum length of 4 characters

COLOR

HE
I

Integration




7  Press Next

Edit position

° Informations o Associations

Name

Clerk

Abbreviation

Maximum length of 4 characters.

COLOR

Integration

8  Click the Teams drop-down menu

Edit position

o Informations o Associations

Teams
Select one or more teams

Members

@ vennifer Femandes (3 () Marco Chenard () (@) Philos Clusiau ()
@ MaxTest @ () Rosemary Pepin () () Roxanne Goulet ()
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Select the team(s) of your choice

Edit position

0 Informations ° Associations

Teams
Select one or more teams

Q

All teams

Clinic

Click on the Members drop-down menu

Edit position

o Informations 6 Associations

Teams
Select one or more teams

Members

@ Jennifer Femandes (3 () Marco Chenard () (§) Philos Clusiau (2
@ MaxTest @ () Rosemary Pepin () () Roxanne Goulet )




11  Select the employee(s) of your choice

All employees

9 Anne Bonesso - 2205
@ Anthony Michaud

/*,_ Bruno Aldik
' Bruno Aldik
@ Christian Michaud - 10905

‘ Christine Rashford - 22365

&! Claudia Hamilton - 100
=

@ David Genest

12 Click Save

Edit position

0 Informations o Associations

Teams
Select one or more teams

Members
@ Jennifer Femandes ) (@) Marco Chenard () (@) Philos Clusiau ()
@ MaxTest @ () Rosemary Pepin () () Roxanne Goulet )
B Anne Bonesso ()
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Click the three dots at the end of the position you want to archive

Organizational Structure

Positions Management
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Click Remove position
. .
Organizational Structure
Positions Management
0 Q o
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Associate to teams or employees
. Logistic Coordinator YOUTH Clini¢
Remave from teams or employees
Remove position
= Nurse NURS |

. Pediatrician
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15 Click Confirm

Confirm action

Are you sure that you wish to archive this position? All
upcoming events associated to this position will be deleted.

This position is used in:

« 0 upcoming event(s)
* 6 employee(s)

« 1 manager(s)

» 0 supervisor(s)

Cancel




