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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 Employee Mobility

wvianage your comparny ndine, une 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
settings. Define if employees can modify
their availability and if those changes
must be approved by a manager.

Payroll Settings

B
Payroll and Time Off

Set up the payroll periods, manaae your

uenne your company s managernernt
levels and the structure of its divisions,
teams, positions, locations 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
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Employee Mobility

Define fallbackteams, positions and
locations f/ jnvitation when no
regular en available

replacements. You can specify settings
by team, position and / or location using
custom permissions.
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Time and Attendance
Confiqure timesheets, approve

4  Gointo Manage fallback invitations.

< Back to settings

General Settings
Organizational Structure
Schedules and Availability
Invitation & Assignment
Employee Mobility A
Employee MeT
Manage fal_ lions
Payroll and Time Off
Time and Attendance
Billing

Integrations

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information

Employee Mobility
Employee Mobility

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

Fallback Invitation Priority

The fallback invitation order allows you to define the order in which employees in fallback groups will be
invited. You can configure the fallback invitations of your teams, locations and positions in the fallback
invitation section.

Teams
Positions

Locations



5 To change the fallback priorities for the teams, click on the three dots next to the
team of your choice.

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information

Employee Mobility

Manage fallback invitations Positions | Locations

O Q
Team 1+ Fallback team

O Avant .. 7;
Cuisine ‘

Rows per page: 25 v 1-20f2

6  Click on Manage.

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information

Employee Mobility

Manage fallback invitations Positions | Locations
O Q
Team Fallback team
Avant
Cuisine ‘-\ je
“Remove

Rows per page: 25 v 1-20f2



7 Click on the Fallback teams associated bar

Manage teams fallback - Team Avant

Fallback teams associated
Manage fallback invitations m

Cancel Save

8  Select the team of your choice.

Manage teams fallback - Team Avant

Fallback teams associated
Manage fallback invitations

Q

Select all teams

Cuisine




9  Click on Save.

Manage teams fallback - Team Avant

Fallback teams associated
Cuisine €3

10 To modify the fallback priorities for the positions, click on Positions.

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information

loyee Mobility

je fallback invitations m

Q
Team Fallback team
Avant Cuisine
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Rows per page: 25 v 1-20f2



11  Click the three dots next next to the position of your choice.

Your free trial ends in 13 days. To continue using Veila! without interruption, add your payment information

yyee Mobility

» fallback invitations

isition Fallback position

Teams Locations

Q

| Cuisinier
Hotesse
I Plongeur

| Serveur

12 Select Manage.

ployee Mobility

age fallback invitations

Rows per page: 25 v 1-40f4

Teams Location

Q
Position 4+ Fallback position
. Cuisinier
Hdtesse
,/" B N
B Plongeur ( je
“Remove
. Serveur

Rows per page: 25 v 1-40f4
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Click on the Fallback positions associated bar.

Manage skills fallback - position Hotesse

| Fallback positions associated
| Manage fallback invitations

Gancel m

Select the desired position(s).

Manage skills fallback - position Hotesse

Fallback positions associated
Manage fallback invitations

Q

Select all positions

Cuisinier

Plongeur



15 Click on Save to apply the changes.

Manage skills fallback - position Hotesse

Fallback positions associated
Serveur (3

Cancel

16  To change the fallback priorities for the locations, click on Locations.

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information
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je fallback invitations B posiiions r.‘
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Position Fallback position
- Cuisinier
Hotesse Serveur
B Plongeur
. Serveur

Rows per page: 25 v 1-4 of 4



17 Click on the three dots next to the desired location.

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information

Employee Mobility

Manage fallback invitations Teams | Positions
a Q
Location Location fallback
.
D Resto 1 f
Resto 2 i

Rows per page: 25 v 1-2 of 2

18 Select Manage.

Your free trial ends in 13 days. To continue using Voila! without interruption, add your payment information

Employee Mobility

Manage fallback invitations Teams | Positions
a Q
Location Location fallback
Resto 1
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Resto 2 ‘
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“Kermove

Rows per page: 25 v 1-20f2
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Click on the Fallback locations associated bar.

Manage locations fallback - Location Resto 1

| Fallback lacations associated
| Manage fallback invitations

Sancel m

Select the location(s) of your choice.

Manage locations fallback - Location Resto 1

Fallback locations associated

Manage fallback invitations

Q

Select all locations

10
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Click on Save to apply the changes.

Manage locations fallback - Location Resto 1

Fallback locations associated
Resto2 )

Cancel
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