How to add a statutory ~ V@ilG
holiday.

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

2 Go into the Requests section.
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3 Click on the Add a statutory holiday icon.
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4  Click on the Name field.
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5  Enter a Name in the text Bar.
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6  Click on the Type of leave bar.
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7  Select the Statutory Holiday Type of leave.
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Advanced Settings
) Cancel shifts

Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable

Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts.

8 Click on the Date bar.
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Advanced Settings

Cancel shifts

shifts already assigned to the employee(s) in holiday will be cancelled.




9  Select the desired date.

December 2022

CANCEL

10 Click on the Calculation Type bar.
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Advanced Settings

Cancel shifts
Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable
» Employees given the holiday will be marked as unavailable on these dates and




11 Select the calculation type between "Fixed number of hours" and "Based on the
hours worked in the previous days/weeks".
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Advanced Settings
» Cancel shifts

Shifts already assigned to the employee(s) in holiday will be cancelled

Set as unavailable

Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts

Cancel

If you desire to cancel the shifts or set the employees unavailable for that day,
12 ; . ,
click on the desired switch.

Indemnity @
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4 weeks
From To
21/11/2022 18/12/2022
Duration: 28 days
Caleulation formula
@ Prorated () Number of days worked

Prorate of time worked
1/ 20
Include paid time off
Include overtime

Include shift premiums

Adv: Settings

cel shifts
s already assigned to the employee(s) in holiday will be cancelled

Set as unavailable

Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts.

Cancel




13 Once you are done setting the statutory holiday up, click on Next.
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From To
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Duration: 28 days
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Prorate of time worked
T/ 20

Include paid time off

Include overtime

Include shift premiums

Advanced Settings

. Cancel shifts
Shifts already assigned to the employee(s) in holiday will be cancelled.

Set as unavailable

Employees given the holiday will be marked as unavailable on these dates and
therefore will not be offered new open shifts

14  Select the employees to whom the statutory applies and click on Next.

Create Holiday
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Application

~ The holiday will only be applied to employees belonging to the groups
~ selected at the time of its creation.

Employes Statuses Teams

All All teams

Positions Locations
All positions All locations

Employees
All employees




15  Confirm and click on Save to apply the Statutory Holiday.

Create Holiday
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+ Indemnity will be calculated based on the reference period from Nov 21, 2022
to Dec 18, 2022.

+ Indemnity will be calculated based on the total salary earned during the
reference period (28 days), multiplied by the set pro rata (1 / 20).

« The final indemnity will be calculated on the date of the holiday (Dec 25, 2022).

Selected employees (44)

Anne Bonesso
Full-Time. i

@ Anthony Michaud A

Full-Time

Bruno Aldik 4

Full-Time

@ Bruno Aldik 4

Full-Time

@ Christian Michaud

Full-Time

@ Christine Rashford

Full-Time

@ Claudia Hamilton

Full-Time

@ David Genest ,

Full-Time

Diane Smith 4
Full-Time
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Impacted shifts (0)




