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How to swap shift with V@
coworker?

Learn how to swap shift with coworker with Voila!

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

2  Click on your icon profile located at the bottom left of the screen
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@ A new version of the application is now available (v 5.6.2).
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Select View Schedule

Diane Smith
Connection information
B3 demovoila@gmail.com [
% Bl 4388834544
(&) change Password
Availability

You can no longer change your availability.
Please contact your manager,

Deadine: Thursday, July 7, 2022

Employee Worksheet

Profile at Abridge

ROLE EMPLOYEE ID

Admin

General information

STATUS HIRING DATE

Full-Time v

Additional information

Allow replacements outside availability  No

Preferred schedule constraints

Min weekly hours 200
Max weekly hours on
Wax pay period ho D
Wax days from monday to friday ND
Max days per weekends ND
Max shifts per da D
Max hours between shifts ND
SUNDAY All day
MONDAY All day
TUESDAY All day
WEDNESDAY Allday
THURSDAY All day

Allday

DATE OF BIRTH
contacts
PRIMARY CONTACT NAME
SECONDARY CONTACT NAME
& Time banks
Code Quantity
Stat Holiday FER 12 hours
Timebank coz22 0hours
Absent 000 0days
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Requests to approve
?

Thu 28 Jut
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EMAIL

demovoila@gmail.com

MAX HOURS PER W

40h

PRIMARY CONTACT PHONE

1 .

SECONDARY CONTACT PHONE

(L]

Preapproved Leave

8 hours

0 hours

0days

Reload

Fri29 Jul

Availabilities to approve
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Sat30 Jul

Sak30 Jul

1 Cmm)

TIME CLOCK PIN

Bl 4388834544 12345

MAX HOURS PER PAY P

=

DDRESS

PRIMARY CONTACT NOTE

SECONDARY CONTACT NOTE

Available Leave

-20 hours

0 hours

0days



5  Click on the shift you want to swap
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“hange your availability.
 manager.

uly7,2022

soutside availabilty  No

constraints

?aiflu friday ND

ds

shifts ND
All day
All day
All day
All day
All day

All day

6  Click the three dots located at the top right of the window

Diane Smith
Supervisor

&) 0:00- 1:00 (1h Om)
Saturday, July 30, 2022

@ Restaurant 2
Hollywood, FL, USA

(18 Planned total: Th
Add a note
&y Night

x1.04/h

Example 1
@ x1.5/h




Click Swap shift with coworker

Edit Shift
Diane Smitt

Supervisor  split shift
0:00-1:00(
Sa July

Reassign

Restaurant: SWap s{11 /1 ‘pworker

Hoilywaad, £ Request & 1cprééemen1

[E Planned 10t create jeave from shift
Add anote  Convert to Draft
E} Night Convert to Open Shift

Cancel shift
5} Example 1
X1.5/h Delete Shift

Select the employee you want to swap with

Swap Request

upervisor JuL Saturday
Restaurant 2 30  00:00 - 01:00

REASON

Your message (Optional)

SUGGESTED SHIFTS TO SWAP WITH

Anne Bonesso

Host 1
Wednesday, July 27, 2022

09:00 — 17:00
Restaurant 3

Anne Bonesso
Hest1

Thursday, July 28, 2022
09:00 - 17:00
Restaurant 3

Michel Georges

Supervisor

Friday, July 29,2022
07:15—16:30
Restaurant 2




Click Done

Saturday
Restaurant 2 0  00:00 - 01:00

REASON

Your message (Optional)

SUGGESTED SHIFTS TO SWAP WITH

Anne Bonesso

Host 1
< Wednesday, July 27, 2022

09:00 — 17:00
Restaurant 3

Anne Bonesso

Host 1

Thursday, July 28, 2022
09:00 — 17:00
Restaurant 3

Michel Georges
Supervisor

Friday, July 29,2022
07:15 - 16:30
Restaurant 2

Cancel




