How to turn on/off the  V@ilasl

creation of leave request
for your employees

1 Navigate to the Voila! web console https://console.voila.app/en

2 Click on the Company settings icon.
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3 Select General Settings.
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General Settings Organizational Structure
Manage your company name, time zone, Define your company’s managemen
supported lapauages, managers and levels and the structure of its divisie
admins pef ns as well as your teams, positions, locations and sub-
confidentiz lation entered. locations.
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4 Go in the Permissions section.

¢ Back to settings
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We recommend using a logo of 500px X 500px minimum.
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Time and Attendance Time Zone

Your company”s timezone will be set as default for all new locations. However, you c:




5  Click the Employees can create leave request switch to turn the setting on/off.

Employee Mobility C|°ck;ng
Payroll and Time Off Employees can clock in without having scheduled shit
B - If active, your employees will be able to clock in even if they don't
Time and Attendance T - Shifts created in this way are identified by a dotted outline. They m
manager.
Billing

Integrations
Leaves

Employees can create leave request

B When disabled only managers, supervisors and administrators will
requests for employees

. ~  Managers can approve their own leave request
' All managers can approve their own leave request.
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