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How to update an
employee profile
information?

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

2  Click on the Employees tab

=  Employees macwem) All (55

O o A2 2

Abridge

Name Status Phane Clocking...  Email Teams Pasition Location

Anne Bonesso
Full-Time 00001 demo:

Brewery Rl

Anthony Michaud 4 Full-Time 98233 christianmich

Kitchen  Brewery Restaurant3  RZ Rl

Restaurant3  RZ Rl

@ Bruno Aldik Full-Time 31412 demo aldik @g Urgence
1
; Restaurant3  R2 Rl
é; Bruno Aldik 4 Full-Time 40278 aldik@a Urgenés e
+
Christian Michel B
Full-Time 79911 christianmichaudg3 Kitchen  Brewery Restaurant3  R2 | CB
‘ Christine Rashford Full-Time 85303 dema Kitohen  Brewery Nurse Restawrant3 R2  CB
Claudia Hamilton
Full-Time 14586 demov Kitchen  Brewery Restaurant3  R2 | CB
David Gauthier 4 Full-Time 90687 dgenest@vo Kitchen  Brewery Restaurant3  R2  €B
Diane Smith Full-Time (438) 883-4544 12345 demo ail.co Kitchen  Brewery Restaursntd R2 €8
Elon Tusk 4 Full-Time 21226 elonmusk@tesla.com Kilohen') { Evewery Restaurantd A2 (€8
, Emilie Lockhead Student 86783 demo Kitchen  Brewery Supervisor  Waiter1  Host1 Restaurant3  RZ  CB
Supervisor  Waiter 1 Host1 Restaurant3 A2 Rl
Eilinna Railean Full-Time (438) 4004797 DRRAG Kitohen  Rrewre

Rows per page: 30 v 1-30 of 42


console.voila.app

3  Select the employee you would like to update

= Employees FXSUDXCEN inactive (13) | All (55
O o A 2 2
Name Status Phone Clocking..  Email Teams Pasition Location
Anry
O 9 Full-Time 00001 demovoila+bonesso Brewery Rl
‘ Anthony Michaud 4 Full-Time 98233 christianmichau Kitchen  Brewery Restaurant3 R2 Rl
o Restaurant 3 R2 Rl
@ Brunc Aldik Full-Time 31812 demovoilataldici@g.. | Urgence
+1
" Restaurant 3 RZ Rl
i‘ Bruno Aldik 4 Full-Time 40278 demovoilataldik@g Urgancs Nurse
+1
Christian Michel
Full-Time (514) 409-4793 79911 christianmi Kitchen  Brewery Restaurant3 A2 CB
‘ Christine Rashford Full-Time 85303 demovoila+rashford. Kitchen  Brewery Nurse. Restaurant3 A2 CB
I Claudia Hamilton
I‘l"(| Full-Time 14586 Kitchen Brewery Restaurant 3 R2 cB
a David Gauthier 4 Ful-Time 90687 dgenest@voila.app Kitchen  Brewery Restarant3 R2 €8
a Diane Smith Full-Time 12345 demovoila@gmail.co Kitchen  Brewery Restaursntd  R2 €8
1 Elon T ' Full-Time 21226 elonmusk@tesla.com Kiichen  Brewery Restawant3 R2  CB
(%. Emilie Lockhead Student 86783 demo ockhead Kitchen  Brewery Supervisor  Waiter1  Host1 Restaurant3 R2  CB
Supervisor Waiter 1 Host 1 Restaurant 3 R2 Rl
A iiona Roilean Full-Time (433) 4004797 J3RA6 Kitchen  Rrewers
Rows per page: 30 v 1-30 of 42
4  Click on the Employee ID field to update it.
Employee Worksheet View Schedule Plan a leave request Deactivate Employee
Profile at Abridge
Anne Bonesso HEIE EMAIL PHONE NUMBER
A Manager demovoila+bonesso@gmail.c... [ & ]
Connection information
TIME CLOCK PIN
1  demovoila+bonesso@. ] 00001
Lo —
General information
STATUS {IRING DATE MAX HOURS PER PAY PERIOD
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h
Preferred schedule constraints R
Min weekly hours 20h
Max weekly hours 37.5h 15§
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1 n ; .
Max hours between shifts 1h Additional information

SUNE

MONDAY

TUESDAY

WEDNESDAY

Unavailable

Unavailable

All day

All day

All day

All day

GENDER

Male v

Emergency contacts

PRIMARY CONTAC

NAME

TACT NAME

DATE OF BIRTH

PRIMARY CONTAC

i1

SECONDAF

-1

PHONE

CONTACT PHONE

PRIM.

SECON

CONTACT NOTE




5  Click on the Email field to update it.

Employee Worksheet

View Schedule Plan a leave request Deactivate Employee

Profile at Abridge

Anne Bonesso

ROLE PHONE NUMBER

Manager

[imomioenesogomare ] 1

TIME CLOCK PIN

Connection information

] demoveila+bonesso@. Q 00001
WM . ‘
General information
Availability STATUS HIRING DATE MAX HOURS PER PAY PERIOD
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h

Preferred schedule constraints HOURLY WAGE

Min weekly hours 20n

Max weekly hours 37.5h 158
Max pay period hours ND

Max days from monday to friday 4

Max days per weekends 2

Max shifts per da 1 A :

Max hours between shifts 1h Additional information

SUNDAY Unavailable GENDER DATE OF BIRTH

Male v

MONDAY

Unavailable

All day Emergency contacts
WEDNESDAY Al day PRIMARY CONTACT NAME PRIMARY CONTACT PHONE PRIMARY CONTACT NOTE
-1 i\ f
Al day
SECONDARY CONTACT NAME SECONDARY CONTACT PHONE NTACT NOTE
FRIDAY Al day i

6 Click on the Phone Number field to update it.

Employee Worksheet

View Schedule Plan a leave request Deactivate Employee

Profile at Abridge

Anne Bonesso

ROLE EMPLOYEE ID Ely
o : Manager 2205 demovoila+bonfesso@gmail T3]
Connection information
TIME CLOCK PIN
1  demovoila+bonesso@. ] 00001

LM

General information

Availability

STATUS HIRING DATE MAX HOURS PER MAX HOURS PER PAY PERIOD
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h
Preferred schedule constraints HOURLY WAGE
Min weekly hours 20h
Max weekly hours 37.5h 15§
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 3
Max shifts per day 1 e . .
Max hours between shifts 1h Additional information
SUNDAY Unavailable GENDER DATE OF BIRTH
Male v
MONDAY Unavailable

Al day Emergency contacts
WEDHESHAY All day CONTACT NAME PRIMARY CONTACT PHONE PRIMARY CONTACT NOTE
i1 l \
THURSDAY All day
SECONDARY CONTACT NAME SECONDARY CONTACT PHONE SECON! ONTACT NOTE
FRIDAY All day 11




7  Click on the Time Clock Pin to update it.

Employee Worksheet P o ot

Profile at Abridge

Anne Bonesso ROLE EMPLOYEE ID EMAIL PHONE NUMBER

T : Manager 2205 demovoila+bonesso@gmall.c... - I
Connection information

OCK PIN

] demoveila+bonesso@. Q

WM

General information

Availability

STATUS {IRING DATE R PAY PERIOD
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h
Preferred schedule constraints HOURLY
Wi weekly hours 20h
Max weekly hours 37.5h 158
Max pay period hours ND
Max days from monday ta friday 4
Max days per weekends 2
Max shifts per day 1 o . .
Max hours between shifts i Additional information
SUNDAY Unavailable GENDER DATE OF BIRTH ADDRESS
Male v

MONDAY Unavailable

Al day Emergency contacts
WEDNESDAY All day PRIMARY CONTACT NAME PRIMARY CONTACT PHONE PRIMARY CONTACT NOTE

-1
THURSDAY All day
SECONDARY CONTAGT NA SECONDARY CONTACT PHONE GONTACT NOTE

FRIDAY All day 1

8 Click on the Status menu to update it.

Employee Worksheet T

Profile at Abridge

Anne Bonesso

ROLE D EMAIL PHONE NUMBER
: - Manager 2205 demovoila+bonesso@gmail.c... [ B ]
Connection information
1 demovoilatbonesso@. Q
LW ) )
General information
Availability STATUS HIRING DATE MAX HOURS MAX HOURS PER PAY PERI

Allow replacements outside availability ~ Yes Full-Time 20/05/2018 40h 80h

Preferred schedule constraints

HOURLY WAGE

Min weekly hours 20h
Max weekly haurs 37.5h 15§
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1 -~ " n
Max hours between shifts 1 Additional information
SUNDAY Unavailable GENDER DATE OF BIRTH
Male v
MONDAY Unavailable
TUESDAY All day Emergency contacts
WEDRESOAY Allday PRIMARY CONTACT NAME PRIMARY CONTACT PHONE ONTACT NOTE
I+l
All day
ARY TACT NAME SECONDARY CONTACT PHONE CONTACT NOTE




9  Select the Status of your choice to apply it to your employee.

i@l
'f" Profile at Abridge

Abridge

Anne Bonesso

ROLE EMPLOYEE ID EMAIL PHONE NUMBER

5 , Manager 2205 demovoilatbonesso@gmail.c... [ 5]
Connection information

TIME CLOCK PIN

1 demovoilatbonesso@. /] 00001

Lo

General information

Availability Full HIRING DATE MAX HOURS PER WEEK MAX HOURS PER PAY PER|
Allow replacements outside availability ~ Yes 20/05/2018 40h 80h
Part-Tirme

Preferred schedule constraints HOURLY WAGE

Min weekly hours 200 Substitute

Max weekly hours 37.5h 158
Max pay period hours ND |

Max days from monday to friday 4 Occasional

Max days per weekends 2

Max shifts per day 1 Additi On Contract

Max hours between shifts 1h

Temporary Replacement
SUNDAY Unavailable DATE OF BIRTH

On Probation

Unavailable Prospect
TUESDAY All day Emerg Training
Parental Leave SRIMARY CONTAC INTACT NC
WESNESOAY Al day PRIMARY CONTAC ONTACT NOTE
Student (B ]
Hlgey Regular

NDARY CONTAGT PHONE

RY CONTACT NOTE

10 Click on the Hiring Date field to update it.

iyl
Dila! Employee Worksheet View Schedule Plan a leave request Deactivate Employee

Profile at Abridge

Anne Bonesso . EMPLOYEE ID EMAIL PHONE NUMBER

T Manager 2205 demovoila+bonesso@gmall.c... (8]
Connection information

TIME CLOCK PIN

1 demovaila+bonesso@. 9 00001

oM

General information

Availability STATUS % ATE MAX HOURS PER WEEK MAX HOURS PER PAY PERIOD

Allow replacements outside availability ~ Yes [ Full-Time v 3 40h 80h

Preferred schedule constraints

HOURLY WAGE

Min weekly hours 20n
Max weekly hours 37.5h 15%
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1 o .
Max hours between shifts 1h Additional information

Unavailable GENDER DATE OF BIRTH

Male v

MONDAY Unavailable
TUESDAY All day Emergency contacts
WETNESTAY Aldey RIMARY CONTACT NAME PRIMARY CONTACT PHONE PRIM CTNOTE
WEDNESDA

1

All day

CONTACGT NAN

FRIDAY All day (]

SECONDARY CONTACT PHONE




11

Click on the Hourly Wage field to update it.

Employee Worksheet

View Schedule Plan a leave request Deactivate Employee

Profile at Abridge

Anne Bonesso ROLE EMPLOYEE ID EMAIL PHONE NUMBER

Manager 2205 demovoila+bonesso@gmail.c... i1

Connection information

TIME CLOCK PIN

] demoveila+bonesso@. Q 00001
Lo | . ;
General information
Availability STATUS HIRING DATE R PAY PERIOD
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h
Preferred schedule constraints Hous e
Min weekly hours 20h
Max weekly hours 37.5h
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1 - . :
Max hours between shifts ih Additional information
SUNDAY Unavailable GENDER DATE OF BIRTH ADDRESS
Male v
MONDAY Unavailable
Al day Emergency contacts
WEDNESDAY Al day PRIMARY CONTACT NAME PRIMARY CONTACT PHONE PRIMARY CONTACT NOTE
-1
THURSDAY All day
SECONDARY CONTACT NA INDARY CONTACT PHONE SECON ONTACT NOTE
FRIDAY All day 1
12 Click on the Gender field to update it.
SR AR e i TR sy e (e
Profile at Abridge
Anne Bonesso ROLE EMPLOYEE ID EMAIL PHONE NUMBER
s ’ Manager 2205 demovoila+bonesso@gmail.c... [ 5]
Connection information
N
1 demovoilatbonesso@. 0
L ) )
General information
Availability STATUS HIRING DATE MAX HOURS P MAX HOURS PER PAY F
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h

Preferred schedule constraints

Min weekly hours
Max weekly hours
Max pay period hours

Max days from monday to friday

Max days per weekends
Max shifts per day
Max hours between shifts

SUNDAY

MONDAY

TUESDAY

WEDNESDAY

HURSDAY

FRIDAY

20h
37.5h
ND

Th

Unavailable

Unavailable

All day

All day

All day

All day

Additional information

Male

Emergency contacts

CONTACT NAME

CONDARY CONTACT NAME

DATE OF BIRTH

RIMARY CONTACT PHONE PRIN

RY CONTACT NOTE

Il

CONDARY CONT

PHONE

ONTACT NOTE

I



Anne Bonesso
Connection information

] demovoilatbonesso@

Lo

Select the Gender of your employee.

Profile at Abridge

EMPLOYEE ID EMAIL PHONE NUMBER

[

ROLE

Manager 2205 demovoila+bonesso@gmail.c...

General information

Availability STATUS HIRING DATE MAX HOURS PER W MAX HOURS PER PAY PER
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h
Preferred schedule constraints HOURLY WAGE
Min weekly hours 20h
Max weekly hours 37.5h 158
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1 = : %
Max hours between shifts h Additional information
SUNDAY Unavailable DATE OF BIRTH ADDRESS
v
Unavailable
Male
TUESDAY All day Emerg remale
% RY CONTACT PHONE 3 ¥ CONTACT NC
G All day f Y CONTACT PHONE Pl ONTACT NOTE
Prefer not to say I
HURSDAY All day
ONDARY CONTACT NAME SECONDARY CONTACT PHONE CONTACT NOTE
FRIDAY All day [N
14  Click on the Date of Birth field to update.
Lo i ,
General information
Availability STATUS HIRING DATE MAX HOURS PER MAX HOURS PER PAY PERIOD
Allow replacements outside availability ~ Yes Full-Time v 20/05/2018 40h 80h
Preferred schedule constraints Y WAGE
Min weekly hours 20h
Max weekly hours 37.5h 158
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1 it 3 3
Max hours between shifts 1 Additional information
SUND Unavailable Dg

Unavailable

TUESDAY All day
WEDNESDAY All day
THURSDAY All day
FRIDAY All day
SATURDAY All day

Coming soon

No upcoming changes

@

Attachments

IRTH

Emergency contacts

PRIMARY CONTACT NAME PRIMARY CONTAC PRIMARY TNOTE
i1
SECONDARY CONTACT NAME SECONDARY CONTACT PHONE SECONDARY CONTACT NOTE
Il
& T N
. Time banks v
Code Quantity Preapproved Leave Available Leave
Stat Holiday 760 12.84 hours 8 hours 4.84 hours
Timebank c022 66.13 hours 0 hours 66.13 hours



15

Lo

Availability
Allow replacements outside availability ~ Yes

Preferred schedule constraints

Min weekly hotrs 20h
Max weekly hours 37.5h
Max pay period hours ND
Max days from monday to friday 4
Max days per weekends 2
Max shifts per day 1
Max hours between shifts 1h
SUNDAY Unavailable

MONDAY

Unavailable

TUESDAY All day

DNESDAY All day

THURSDAY All day
FRIDAY All day
All day
Coming soon
No upcoming changes
7 Attachments @

General information

Full-Time

Additional information

Emergency contacts

PRIMARY CONTACT

Click on the Address field to update it.

i

v (@D

NAME

SECONDARY CONTACT NAME

& Time banks

Stat Holiday

Timebank

Code

760

coz2z2

HIRING DATE

MAX HOURS PER W

20/05/2018 40h

RLY WAGE

158

DATE OF BIRTH

I

Il

Quantity

12.84 hours

66.13 hours

PRIMARY CONTACT PHONE

SECONDARY CONTACT PHONE

Preapproved Leave

8 hours

0 hours

MAX HOURS PER PAY PERI(

80h

PRIMARY CONTACT NOTE

SECOND,

ONTACT NOTE

Available Leave

4.84 hours

66.13 hours




