How to edit or deletea  V®ila
team

Learn how to edit or delete a team with Voila!

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

2  Click on Company settings
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3 Select Organizational Structure

Settings

My Company

i 5
General Settings

Manage your company name, time zone,
supported languages, managers and
admins permissions as well as your
confidential information entered.

Scheduling Settings

)
Schedules and Availability

Define the types of events supported,
the week’s starting day, work constraints
and automated schedule publishing

Organizational Structure

Define your company's management
levels and the structure of its divisions,
teams, positie sations and sub-
locations.

&
Invitation & Assignment

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

BN

2

Employee Mobility

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

4  Click the three dots at the end of the team you want to edit

Organizational Structure

Divisions & Teams

Add a new team v
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5  Click on Edit

Organizational Structure

Divisions & Teams
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6  Change the necessary information: name and/or time zone

Edit team

o Information o Associations

Name
Ambulance

Time Zone

(UTC-05:00) Toronto

Integration

Code

Cancel Next




7  Press Next

Edit team

° Information o Associations

Name
Ambulance

Time Zone

(UTC-05:00) Toronto

Integration

Code

8 Modify the necessary information: positions, places and/or team members

Edit team

o Information o Associations

Positions

Nurse €3  Clerk 3

Locations
Location 4 (33

Members

. Jennifer Fernandes €3 @ Marco Chenard €3 @ Marco Chenard 3
@ Philos Clusiau ) @ Elon Musk ()




9  Click on Save

Edit team

o Information e Associations

Positions

Nurse €3  Clerk €3

Locations
Location 4 ()

Members

. Jennifer Femandes (3 @ Marco Chenard 3 @ Marco Chenard 3
@ Philos Clusiau () @ Elon Musk €3

10 Click the three dots at the end of the team you want to delete

Organizational Structure

Divisions & Teams

> 3% Ambulance 4 members

> 3% Clinic 41 members



11  Press Delete

Organizational Structure

Divisions & Teams

> 32 Ambulance 4 members

Edit

inic 41 b
> 3% Clinic 41 members —>Delete

12 Click Confirm

Confirm action

Are you sure that you wish to remove team Ambulance? All
upcoming events associated to this team will be deleted.

This team is used in:

= 689 upcoming eventi(s)
» 5 employee(s)
» 0 manager(s)

¢ 0 supervisor(s)



