How to validate shifts? VoI

Learn how to validate shifts in timesheets with Voila!

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

2  Click Timesheets

‘s’ Dashboard

Planned hours Draft hours Planned cost

0 hours 88 hours $0.00

> s L } >

Open shifts Replacements Assignations to approve Shifts to approve

8 : e -3 ’

Stand by shifts Recurring shifts that end soon Requests to approve Availabilities to approve
R 7 £ ’

Leaves to approve Announcements

1z 29.

Budget repartition



console.voila.app

3 Click View employee's timesheet located at the right end of the employee's name

= Timesheets

Employees  Sorted by Working hours v

9 Anne Bonesso
‘ Aathony Michaud
@ Bruno Aldik

Full T
. Christine zasnjcﬂd
de

Claudia Hamilton

David Gauthier

Elon Tusk

Filippo Boileau
Ful-Time

% Enmilie Lockhead
& Isabelle Lemieux

Real:
Total Expected:
Paid leave:

4  Click the three dots located at the right of the shift to validate

< Return to timesheets

9 Anne Bonesso

Pay period v <

Scheduled time
24h0m

TUESDAY, AUGUST 2, 2022
Shifts

| Host 1 -Restaurant s
{3 Example 1 (0h Om) (x1.5/h)

Total

WEDNESDAY, AUGUST 3, 2022

THURSDAY, AUGUST 4, 2022
Shifts
JHost 1 - Restaurant s

3 Example 1 (oh om) (1.5/h)

Total

FRIDAY, AUGUST 5, 2022
Shifts

[ ost - Rostarant>

TUE 2 WED 3 THU
8hom 8hom
8hom

8h Om 4h 0m 8h Om

oh om 6h0m 9n 0m

Aug2,2022-Aug15,2022 >

Worked time Reg;:\a;tume
m
24h om 2o

Absent - Aug 2, 2022 - Aug 4, 2022 - Je suis malade - 1 day

Sehedulsd

9:00-17:00

9:00-17:00

9:00-17:00

< Aug2,2022-Aug15,2022

8hom

0h Om

Overtime and bonuses

ohom
S0.00

Punched

9:00-17:00

Eunched

9:00-17:00

Eunched

9:00-17:00

No entries to display

Oh Om

>

Oh Om

Paid leave

orked time

8hom

8hom

Worked time

8h Om

8hom

Worked time

8hom

0Oh Om

Premium
50.00

$120.00
$0.00

$120.00

™

$120.00
$0.00

$120.00

$120.00

THU 11 R

Oh Om

Expenses
$0.00

Payperiod v Nogrouping ~

A e v

Total
Real - Expegted - P

To pay
$360.00



5  Click View

< Return to timesheets

,’ Anne Bonesso

Scheduled time Worked time RE‘—“":’ da Gt :““ Dotuses) Paid leave Premium Expenses To pay
22hom hom
24h 0m 24h Om $360.00 $0.00 2 $0.00 $0.00 $360.00

5 Absent- Aug 2, 2022 - Aug 4, 2022 - Je suis malade - 1 day

TUESDAY, AUGUST 2, 2022 (G
shifts Schedied Punched Werked time Tapay st
JHost 1 -Restaurant s 900-1700 900-17:00 shom $120.00
{3 Example 1 (0h 0m) (x1.5/h) $0.00
Total 8h om $120.00

'WEDNESDAY, AUGUST 3, 2022 Delete

No entries to display

THURSDAY, AUGUST 4, 2022

Shifts Schedied Funched Werkadtime Topay st
IHnst 1 -Restaurant 3 9:00-17:00 9:00-17:00 8hom $120.00
&3 Example 1 (0h Om) (x1.5/h) $0.00
Total 8h om $120.00
FRIDAY, AUGUST 5, 2022 ©
Shifts Schedied Funched Worked time Topay staus
JHost1 - Restaurants 9001700 900-17:00 shom $120.00

6  Click Approve

‘Anne Bonesso
Host 1

(] 9:00 - 17:00 (8h Om;

Tuesday, August 2, 20

) Restaurant 3
700 Rue Dorchester, Saint-Jean-sur-Richelieu, C
J3B 5A8, Canada

[ Planned total: 8h

Example 1
@ x1.5/h

v Planned 9:00-17:00




