How to edit/remove a

time off category?

Learn how to edit or remove a time off category with Voila!
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Navigate to https://console.voila.app/en/dashboard

Click Company settings
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Select Organizational Structure

Settings

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.

Scheduling Settings

B

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

Click Payroll and Time off

Billing

Integrations

Locations Management

< Back to settings
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Organizatiorf icture
Define your compa, nagement
levels and the structtreof its divisions,
teams, positions, locations and sub-
locations.
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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.

Organizational Structure

Divisions & Teams

General Settings
Organizational Structure A

Divisions & Teams b

Positions Management

Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off Qim

Time and Attendance

$8 Secteur 2 41 members

> 32 001 -Exemple 1 41 members



5  Click Time Off Categories

< Back to settings

Payroll and Time Off

General Settings
Payroll Management
Organizational Structure

The following settings apply to the entire company.

Schedules and Availability

Pay period
Invitation & Assignment
Frequency
. 4
Employee Mobility Biweekly
Payroll and Time Off < Start date of the first pay period for your business
12/05/2022
Payroll Management
. . * Any pay period prior to this date will not be accessible in the timesheet
Time Off Categories
2 : Current pay period is from Jun 23, 2022 to Jul 6, 2022
Shift Premiums Management
Overtime calculation rules " .
Night shift
Time and Attendance Choose how the hours of a shift spread over two days are taken into account.
Billing Hours accounted for
v

) On the day of the end of the shift
Integrations

6 Click the pencil at the end of time off category to edit

2ayroll and Time Off
[ime Off Categories

Q

Name Code Paid leave Unit Icon Associations
arrét maladie court ! \

VACO02 Yes Hours (74 :
terme
Congé férié FER Yes Hours R s
Banque de temps coz2 Yes Hours \& V4
Absence 000 No Days S'\ Va
Example 1 001 No Hours @ Va

Rows per page: 25 v 1-50f 5



7  Edit the necessary information

Edit a leave type

o Information o Associations o Configuration

Name
arrét maladie court terme

Code
VACO002

Unit
Hours

Icon
(¢

Paid leave

Cancel

8  Click Next

Edit a leave type

o Information o Associations o Configuration

Name
arrét maladie court terme]

Code
VAC002

Unit
Hours

Icon

X

Paid leave




9  Edit the necessary information

Edit a leave type

o Information e Associations o Configuration

Teams (optional)
Select one or more teams

Positions (optional)
Select one or more positions

Locations (optional)
Select one or more locations

Members (optional)
Select one or more employees

Employee Statuses (optional)

All

10 Click Next

Edit a leave type

0 Information 0 Associations o Configuration

Teams (optional)
Select one or more teams

Positions (optional)
Select one or more positions

Locations (optional)
Select one or more locations

Members (optional)
Select one or more employees

Employee Statuses (optional)

All




11  Edit the necessary information

Edit a leave type

o Information e Associations o Configuration

Default affected shift action
Replacement

Default action when approving a leave with affected shifts.

Enforce a minimum delay before leave request

Prevent a leave request from being created if the remaining delay does not meet the specified
minimum delay.

Prevent approbation of a leave with a negative bank

Prevent approbation of a leave of this type when the associated bank's amount does not meet the
requested amount.

Prevent creation of a leave with a negative bank

Prevent creation of a leave of this type when the associated bank's amount does not meet the
requested amount.

Force entering a leave value to use

Prevent submitting a leave request without specifying a leave to use value.

Force entering a reason
Prevent submitting a leave request without specifying a reason

12  Click Submit

Edit a leave type

o Information o Associations o Configuration

Default affected shift action
Replacement

Default action when approving a leave with affected shifts.

Enforce a minimum delay before leave request

B B preventaleave request from being created if the remaining delay does not meet the specified
minimum delay.
Prevent approbation of a leave with a negative bank
Prevent approbation of a leave of this type when the assaciated bank's amount does not meet the
requested amount.
Prevent creation of a leave with a negative bank

Prevent creation of a leave of this type when the associated bank's amount does not meet the
requested amount.

Force entering a leave value to use

Prevent submitting a leave request without specifying a leave to use value.

Force entering a reason
Prevent submitting a leave request without specifying a reason.




13  Click on the three dots located at the end of the time off category to delete

2ayroll and Time Off
lime Off Categories

Q
Name Code Paid leave Unit Icon Associations
arrét maladie court -.‘i"
VAC002 Yes Hours (74 P ‘
terme o
—
Congé férié FER Yes Hours @ Va
Banque de temps co22 Yes Hours S. /‘
Absence 000 No Days S P
Example 1 001 No Hours ﬁ\ Va

Rows per page: 25 v 1-50f 5

14  Press Delete

1t Categories

@

Code Paid leave Unit Icon Associations

die court -
VAC002 Yes Hours X /

ié FER Yes Hours ?\ Update log

- fo'/ te \"‘.

: temps co022 Yes Hours \ \ J
000 No Days S, V
001 No Hours V\ 4

Rows per page: 25 v 1-50f 5



15 Click Confirm

Confirm action

Are you sure you want to delete this time
off category?

Cancel




