How to reassign a shift to V@ila:
someone else?

Learn how to reassign a shift to someone else with Voila!

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

2  Click Schedule
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Right-click the shift you want to reassign
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Click Reassign
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Select
Save as shift template
Copy shift

Cut shift

Change hours

Edit Shift

Create a replacement
Convert to Draft
Convert to Open Shift
Cancel shift

Delete Shift




5  Select the employee to whom you want to reassign the shift

Assign
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6  Click Confirm selection
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