How to edit irreqular

clocking settings
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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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3 Select Time and Attendance.

Scheduling Settings

B

Define the types of events supported,
and automated schedule publishing

their availability and if those changes
must be approved by a manager.

Payroll Settings

B
Payroll and Time Off

premiums.

Your free trial ends in 7 days. To continue using Voila! without il

Schedules and Availability

the week's starting day, work constraints

settings. Define if employees can modify

Set up the payroll periods, manage your
time off types, overtime rules and shift

&

Invitation & Assignment

The following settings apply to the entire
company and will be used by default
when creating new open shifts or
replacements. You can specify settings
by team, position and / or location using
custom permissions

0]
Tin Attendance

Configy uésheets, approve
reminders and edit permissions
Activate web and mobile time clocks for
specific teams, locations and positions
and define validation rules for clocking
entries.

4 Go into the Time Entries Settings section.

< Back to settings

General Settings
Organizational Structure
Schedules and Availabili .
e Web Time Clock
Invitation & Assignment
Employee Mobility
Payroll and Time Off
Mobile Time Clock

Time and Attendance ~
Time Clock Mang
Time Entries Se|
Timesheet Approvals

Billing

Integrations

Enable web time clock
Allows employees to clock in on a computer or tablet by entering their phone number or PIN Voila!

» Enable mobile time clock
Allows employees to clock in from their phones using the Voila! app.

Time and Attendance
Time Clock Management

), add your payment information

£

Employee Mobility
Define fallback teams, positions and

locations for a shift invitation when no
regular employee is available.

Your free trial ends in 7 days. To continue using Voila! without interruption, add your payment information

The time clock validates your employees presence for their shifts. It also automatically fills their timesheets



5 Toenable the Automatic clocking of consecutive shitfs, click on the switch.

Your free trial ends in 7 days. To continue using Voila! without interruption, add your payment information

< Back to settings Apply the paid break if it has not been used at the end of the shift.

en an employee completes their shift with a paid break that has not been used, that breal
» Wh I letes their shift with a paid break that h b d, that break
General Settings will be added to the employee worked hours.

Organizational Structure 3 .
Clockings Rounding

Schedules and Availability . 7. When the employee clocks outside the tolerance range of the scheduled shift, the time will
be rounded to the closest X minutes

Invitation & Assignment

Round to
Employee Mobility 5m
Payroll and Time Off
Time and Attendance ~ Irregular clocking
Time Clock Management Automatic clocking of consecutive shifts
. . . The employee present is automatically clocked in to his next shift if it starts less than X minutes
Time Entries Settings after the end of his previous shift

Timesheet Approvals
Allows employees to work before the scheduled time.

Billing ® O  Alows employees to work before the scheduled time. Tolerance will be paid if specified. The
manager will have to approve any time in excess of the planned hours.
Integrations

» Disable questions about clock in issues
= Any questions regarding possible clock in issues will not be asked to the employee.

Allows employees to work beyond the scheduled time.

. Allows employees to work beyond the scheduled time. Tolerance will be paid if specified.
The manager will have to approve any time in excess of the planned hours.

6  Then, Click on the Maximum gap between the two shifts text bar.

» O When an employee completes their shift with a paid break that has not been used, that break
General Settings will be added to the employee worked hours

Organizational Structure . .
Clockings Rounding

Schedules and Availability . & When the employee clocks outside the tolerance range of the scheduled shift, the time will
be rounded to the closest X minutes

Invitation & Assignment

Round to
Employee Mobility 5m
Payroll and Time Off
Time and Attendance ~ ]rregu[ar c|0cking
Time Clock Management Automatic clocking of consecutive shifts
. . . The employee present is automatically clocked in to his next shift if it starts less than X minutes
Time Entries Settings after the end of his previous shift
Timesheet Approvals
Maximum gap bet: the two shifts
Billing
Integrations Tolera:.c<-paid between consecutive shifts

If enabled, the entry and exit tolerance will be paid

Allows employees to work before the scheduled time.

. ] Allows employees to work before the scheduled time. Tolerance will be paid if specified. The
manager will have to approve any time in excess of the planned hours.

Disable questions about clock in issues



7  Enter the maximum gap between the two shifts.

Your free trial ends in 7 days. To continue using Voila! without interruption, add your payment information

< Back to settings Apply the paid break if it has not been used at the end of the shift.

When an employee completes their shift with a paid break that has not been used, that break
General Settings will be added to the employee worked hours.

Organizational Structure 3 .
Clockings Rounding

Schedules and Availability . lr. When the employee clocks outside the tolerance range of the scheduled shift, the time will
be rounded to the closest X minutes

Invitation & Assignment

Round to
Employee Mobility 5m
Payroll and Time Off
Time and Attendance ~ Irregular clocking
Time Clock Management Automatic clocking of consecutive shifts
. . . The employee present is automatically clocked in to his next shift if it starts less than X minutes
Time Entries Settings after the end of his previous shift

Timesheet Approvals

Maximum gap between the two shifts

Billing

Integrations 5m
30m
1h 30m

8 For all the other irregular clocking settings, simply click on the switch to
enable/disable the setting.

Your free trial ends in 7 days. To continue using Voila! without interruption, add your payment information

< Back tosettings QI e
General Settings Round to

5m
Organizational Structure

Schedules and Availability .
Irregular clocking

I A g Automatic clocking of consecutive shifts

e The employee present is automatically clocked in to his next shift if it starts less than X minutes
Empluyes Mottty after the end of his previous shift
Payroll and Time Off
Maximum gap between the two shifts
Time and Attendance ~ 1h Om

Time Clock Management . Tolerance paid between consecutive shifts

M Eirias Seftings If enabled, the entry and exit tolerance will be paid

Timesheet Approvals

Billini - Allows employees to work before the scheduled time.
9 . & Allows employees to work before the scheduled time. Tolerance will be paid if specified. The

G manager will have to approve any time in excess of the planned hours.
Integrations

-~ Disable questions about clock in issues
= Any questions regarding possible clock in issues will not be asked to the employee.

Allows employees to work beyond the scheduled time.

. & Allows employees to wo
The manager will have t§

f specified.

Your settings were successfully saved




