How to edit a shift?

Learn how to edit a shift with Voila!

1 Navigate to https://console.voila.app/en/dashboard
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Right-click the shift you want to edit
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Select Edit shift

e Select
Save as shift template

Copy shift

Cut shift

Change hours

Split shift

Reassign

Swap shift with coworker

27 Create a replacement




5 Click Date

Edit shift

Date
Tuesday, July 26, 2022

Start time End time

9:00 17:00 (8h Om)

Repeat
Every weekday until October 5, 2022

During
3 months

Team
Kitchen

Position
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6  Select the date for the shift

July 2022

TODAY  CANCEL




7  Click Start time

Edit shift

Date
Wednesday, July 27, 2022

Starttim End time
9:00 17:.00 (8h Om)

Repeat
Every weekday until October 5, 2022

During
3 months

Team
Kitchen

Position

Location

View budgets EPDICEON save v

8 Select the start time for the shift

Edit shift

Date
Wednesday, July 27, 2022

Start time End time

17:00

8:45

| 9:00

| ocation

View budgets O praft @ EECEEY




9  C(Click End time

Edit shift

Date
Wednesday, July 27, 2022

Start time End ti
8:0q 17:0 (ohom) |

Repeat
Every weekday until October 5, 2022

During
3 months

Team
Kitchen

Position

| ocation

View budgets O braft @ EECEEY

10 Select the end time for the shift

Edit shift

Date
Wednesday, July 27, 2022

Start time End time

8:00

epeat 15:45 7h 45m
Every weekday until October 5, 20}

16:00 8hom
During
3 months 16:15 8h15m
16:30 8h30m
Team
Kitchen

Position

Location

View budgets




11  Click the Team drop down menu

Edit shift

Date
Wednesday, July 27, 2022

Start time End time

8:00 17:00 (9h om)

Repeat
Every month on the 4th Wednesday until October 5, 2022

During
3 months

Team
Kitchen

Position

| ocation

View budgets O braft @ EECEEY

12  Select the team of your choice

Edit shift

Date
Wednesday, July 27, 2022

Starttime End time
8:00 17:00 (9h Om)

Repeat
Every month on the 4th Wednesday until October 5, 2022

During
3 months

Team

Kitchen

Q

Kitchen Q
Waiter




13  Click the Position drop down menu

Edit shift

Date
Wednesday, July 27,2022

Starttime End time

8:00 17:00 (9h 0m)

Repeat
Every month on the 4th Wednesday until October 5, 2022

During
3 months

Team
Kitchen

| Position
Select a position

Location

View budgets O praft @ ERCERY

14  Select the position of your choice

Edit shift

Date
Wednesday, July 27, 2022

Start time End time

8:00 17:00 (9h 0m)

Repeat
Every month on the 4th Wednesday until October 5, 2022

During
3 months

Team
Kitchen

Q

Cook 1 Q

Supervisor




15  Click the Location drop down menu

Edit shift

Team
Kitchen

Position

Cook 1

Location
Restaurant 3

Sub-location
Select a sub-location

Assigned employees

Search in all employees

View budgets O praft @ ERCERY

16  Select the location of your choice

Edit shift
Team
Kitchen

Position

Cook 1

Location
Restaurant 3

Q

Restaurant 1

Restaurant 2

Restaurant 3

View budgets




17  Select the employee you want to assign for the shift

Edit shift

Location
Restaurant 1

Assigned employees

Search in all employees

Employee
ecommended employees (available) | View criteria ’
Bruno Aldik 4.

Full-Time
10h -37.5h

Bruno Aldik

Full-Time

37.5n
~ A Filippo Boileau

View budgets

18 Click Save

Edit shift

Location
Restaurant 1

Assigned employees
Search in all employees

Employee
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Bruno Aldik 4
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