How to lock timesheets?

Learn how to lock timesheets with Voila!

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

2  Click Timesheets
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To lock all employee's timesheets at the same time, click on the Lock timesheets
icon located on the right in the toolbar
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4  Click Confirm

Confirm action

Do you really want to close timesheets
between Aug 2, 2022 and Aug 15, 2022
for 13 employees.

Validated shifts will be locked and can

only be unlocked by an administrator.

Cancel




5 To lock one timesheet at the time, click the View employee's timesheet icon
located at the far right of the employee

= Timesheets

Employees Sorted by Working hours v

9 Anne Bonesso
- Full-Time
Jennifer Fernandes
- Full-Time

Bruno Aldik
& Full-Time

@ Bruno Aldik
Full-Time
a Christian Michel
ot T
<

Real:
Expected:
Paid leave:

Total

6  Click Close
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7  Click Confirm

Confirm action

Do you really want to close this
timesheet?

Once closed the timesheet will be

locked and can only be unlocked by an
administrator.

Cancel




