How to update Pay veila!
period frequency?

Learn how to update Pay period frequency with Voila!

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

2  Click Company settings
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3 Select Organizational Structure

Settings

My Company

5]

General Settings

Manage your company name, time 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

4  Click Payroll and Time Off

< Back to settings

¥

Organizational Structure

Define your comy’ management
levels and the ¢ )f its divisions,
teams, positior J/ns 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

BN

2

Employee Mobility

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

Organizational Structure

General Settings

B3 Divisions & Teams

Organizational Structure

Divisions & Teams
Positions Management

Locations Management
Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off

Time and Attendance
Billing

Integrations
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5  Click on the Frequency drop down menu

< Back to settings

General Settings

Invitation & Assignment
Employee Mobility
Payroll and Time Off

Payroll Management

Time Off Categories

Time and Attendance
Billing

Integrations

Organizational Structure

Schedules and Availability

Shift Premiums Management

Overtime calculation rules

Payroll and Time Off
Payroll Management

The following settings apply to the entire company.
Pay period

Frequency

Biweekly

Start date of the first pay period for your business

10/02/2020
* Any pay period prior to this date will not be accessible in the timesheet

Current pay period is from Jul 3,2022 to Jul 16, 2022

Night shift

Choose how the hours of a shift spread over two days are taken into account.

Hours accounted for
On the day of the end of the shift

6  Select the desired frequency

< Back to settings

General Settings
Organizational Structure
Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off

Payroll Management
Time Off Categories
Shift Premiums Management

Overtime calculation rules
Time and Attendance
Billing

Integrations

Payroll and Time Off
Payroll Management

The following settings apply to the entire company.
Pay period

Frequency

Biweekly

Weekly
Biweekly «
Bimonthly
Monthly
Night shift

Choose how the hours of a shift spread over two days are taken into account.

Hours accounted for

On the day of the end of the shift



7
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Click Start date of the first pay period for your business

< Back to settings

General Settings
Organizational Structure
Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off

Payroll Management
Time Off Categories
Shift Premiums Management

Overtime calculation rules
Time and Attendance
Billing

Integrations

Click the arrow

Payroll and Time Off

Payroll Management

The following settings apply to the entire company.

Pay period

Frequency

Weekly

V Start date of
10/02/20

ay period for your business

* Any pay period prior to this date will not be accessible in the timesheet

Current pay period is from Jul 4, 2022 to Jul 10, 2022

Night shift

Choose how the hours of a shift spread over two days are taken into account.

Hours accounted for

On the day of the end of the shift

February 2020

M
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9  Choose the year of the first pay period of your business

February 2020 -

2014 2015

2017
2020
2023

2026 2027

TODAY  CANCEL 0K

10 Select the month of the first pay period of your business

February 2021

Nov

TODAY CANCEL




11  Select the day of the first pay period of your business

March 2021

TODAY  CANCEL




