How to create a shift with V@ila!
assignement?

The employee mode allows you to view the weekly schedule and create or edit your
employees' shifts

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

2  Click Schedule
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9:00-

16:00 (7h Om)
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Nurse, Restaurant 3
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Click on the cell in the column of the day and the row of the employee of your

choice
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Full Time
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5  Click Start time

Bruno Aldik - Thursday, July 14, 2022

1:3

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

s Notenough rest between shifts,
£ Max weekly hours reached for the week of Jul 10

Paid breaks @

Unpaid break @

R

v Advanced parameters {3} &F

View budgets

6  Select the start time for the shift

Bruno Aldik - Thursday, July 14, 2022

tof Jul 10

Paid breaks @

Unpaid break @

v Advanced parameters {5} (&

View budgets




7  Click End time

Bruno Aldik - Thursday, July 14, 2022

Start time VEn—i timey
1:45 21:15 (19h 30m)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

4, Notenough rest between shifts,
£ Max weekly hours reached for the week of Jul 10

Paid breaks @

Unpaid break @

v Advanced parameters ) £

8  Select the end time for the shift

Q Bruno Aldik - Thursday, July 14, 2022

Start time

1:45

T530 130 45m
Repeat
Does not repeat 15:45 140 0m
16:00 14h 15m
Team

Kitchen 1601

Position 16:30

Cook 1
16:45 15h0m

Location : .
Restaurant 1 17:00 15 15m

17:15 15h30m
4, Mot enough rest between shifts,
Max weekly hours reached for the week ol 17:30 15h45m

17:45 16h0m

Paid breaks (3

Unpaid break @

~ Advanced parameters {5 {5}




9  Click the Team drop down menu

€ Bruno Aldik - Thursday, July 14, 2022

Start time End time
1:45 16:15 (14h 30m)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 1

Not enough rest between shifts,
Max weekly hours reached for the week of Jul 10

Paid breaks (@

10 Select the team of your choice

€ Bruno Aldik - Thursday, July 14, 2022

Start time End time

1:45 16:15 (14h 30m)

Repeat
Does not repeat

Team
Kitchen

Q

Kiti

Waite

4, Not enough rest between shifts,
£ Max weekly hours reached for the week of Jul 10

Paid breaks &

Unpaid break &

~ Advanced parameters {5} {3

View budgets O oraft @ [tLlEL B




11  Click Position drop down menu

Bruno Aldik - Thursday, July 14, 2022

Start time End time

1:45 16:15 (14h 30m)

Repeat
Does not repeat

Team
Kitchen

| Position
Cook 1
L

Location
Restaurant 1

4, Motenough rest between shifts,
£ Max weekly hours reached for the week of Jul 10

Paid breaks @

Unpaid break &

12  Select the position of your choice

€ Bruno Aldik - Thursday, July 14, 2022

Start time

1:45

Repeat
Does not repeat

Team
Kitchen

Position
Cook 1

Paid breaks @

Unpaid break @

v Advanced parameters {5} (&

View budgets




13  Click Location drop down menu

Q Bruno Aldik - Thursday, July 14, 2022

Start time End time

1:45 16:15 (14h 30m)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

| Location
Restaurant 1

Not enough rest between shifts,
*  Max weekly hours reached for the week of Jul 10

Paid breaks @
Unpaid break @

v Advanced parameters

View budgets O praft @ m

14  Select the location of your choice

Bruno Aldik - Thursday, July 14, 2022

Start time End time

1:45 16:15

Repeat
Does not repeat

Team
Kitchen

Position
Cook 1

Location
Restaurant 1

a
Restal
Restal

Restaural

v Advanced parameters {5} (&

View budgets




15  Click Advanced parameters if required

Q Bruno Aldik - Thursday, July 14, 2022

Start time End time

1:45 16:15

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Subrlocation
Room 1

s Notenough rest between shifts,
Max weekly hours reached for the week of Jul 10

Paid breaks @

Unpaid break @

ced parameters {7} {0}

16  Adjust advanced settings according to your preferences

(\ Bruno Aldik - Thursday, July 14, 2022
Unpaid break ()

~ Advanced parameters 3} {0}

Variable end time @

Shiftis on call @

Note

Interal note

This note is only visible by managers, supervisors or administrators

Shift Premiums
Night € Example1 €3

Time Zone

(UTC-05:00) Toronto

Paid preparation time
Om

Minimum score

0

View b Doso (TN




17 Do afinal check and press Publish

@) Bruno Audik - Thursday, July 14, 2022

Unpaid break @

A Advanced parameters {} {0}

Variable end time @

Shiftis on call @

Internal note

‘This note is only visible by managers, supervisors o administrators

snift Premiums
Night 3 Exomple €)

Time Zone
(UTC-05:00) Toronto

Paid preparation time
om

Minimum score

View budgets

18 Click the icon located a the right of the schedule
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SUN 10 MON 11 TUE 12 WED 13 THU 14 FRI 15 SAT 16 Plzrned hours
Sorted by First name v - cost
Lewver
& Time off (]
Open shifts (33) On 2s0)
5:00- 1400 (9h Om) 5:00-14:00 (9h Om) 500 -14:00 (oh 0m) 5001400 (9h Om) 10:00-18:00 (8h Om) @ 5:00- 14:00 (9h Om) 500-12.00 (9h Om) @ 5000
$1, Restairant 3 $1, Restaurant 3 $1, Restaurant 3 $1, Restairant 3 Sp1, Restalrant 3 $1, Restairant 3 $1, Restairant 3
9:00-1200 (3h 0m) 0 SAnST3 (o il 9001600 (7h om) 9:00-16:00 (7h Om): 12:00-22:00 (10h Om) 10:00 - 18:00 (8h Om) 10:00-18:00 (8h 0m)
esta Resta. Logistic Goordinator, Resta S1,Restaurant 3 Sp1, Restaurant 3 Sp1, Restaurant 3
9:00-16:00 (7h Om) & 9:00-16:00 (7h Om) 9:00-16:00 (7h 0m) 9:00-16:00 (7h Om): 12:00 - 22:00 (10h om) &
Nurse, Restaurant 3 Nurse, Restaurant 3 Nurse, Restaurant 3 Nurse, Restaurant 3 S, Restaurant 3
9:00-16:00 (7h Om). 9:00-16:00 (7h Om) 9:00-16:00 (7h 0m) 9:00-16:00 (7h Om) &
Nurse, Restaurant 3 Nurse, Restaurant 3 Nurse, Restaurant 3 Nurse, Restaurant 3
10:00- 1800 (8h Om) 1000-1800 61 om) 10:00 - 18:00 (8h Om), 9:00-16:00 (7h 0m) @
Sp1, Restaurant 3 Sp1, Restaurant 3 Sp1, Restaurant 3 Nurse, Restaurant 3
12:00-22:00 (10h 0m) 1200-2200 10 om) 10001800 chom) 9:00-16:00 (7h 0m)-
S1, Restairant 3 ST, Restalrant 3 Sp1, Restaurant 3 Nurse, Restaurant 3
12:00-22:00 (10h Om) @ 12:00- 2200 (10h 0m) &
S1, Restaurant 3 S1, Restaurant 3
Anne Bonesso . v . a2
e 9:00-17:00 (8h 0m) 5 9:00-17:00 (sh Om) 56 9:00 -17:00 (8h om) = 9:00- 17:00 (sh Om) =@ 568400
200 30h - Je vais 5 Fcole H, Restaurant 3 1, Restaurant 3 H1, Restaurant 3 H1, Restaurant
Anthony Michaud On(eon)
py 9:00-17.00 (8h Om) = 9:00-17:00 (8h om) = 9:00-17.00 (sh Om) = 9:00 - 17:00 (8h om) = 9:00- 17:00 (8h om) = $000
H1, Restaurant 3 HI, Restaurant 3 HI, Restaurant 3 H1, Restaurant 3 H1, Restaurant 3
Bruno Aldik = 45250
FulTime 4 1302115 (19n 45m) ¢ ® 1615 (14h 30m) o :00 - 8:00 (6h Om) @ 2:00-7:00 (Shom) @ $1048.50
10h-27.5 SR Cirra Roam 1 Fin H1, Restaurant 3
Bruno Aldik 11.75h
G o I 1:00 - 7:00 (6h 0m) & I 00 - 6:45 (5h 45m) 26238
10h-37.50 HIRI 1, R2-Room 1
@ Christian Michaud on
A Iy
o: 10505 - FullTime S
Total planned hours 19.8n (63.80) on (s21) &n (72n) 8n (70n) 28.5n (54.5h) 19.8n (54.80) 5n (22n) 89n (389n)
Total overtime hours on (0n) on (o) on (on) on (0n) on (on) 03n(03n) 50 (51) 53n
Total workforce cost $441 (sa41) $0(s0) $171($171) §171 ($171) $629 (3629) 435 (5435) 148 (s148) $1995 (51,9%5)
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20

Click Shift with assignment

New shift

‘shift wi

Open shift

Date
Sunday, July 10, 2022

Start time

0:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location

Room 1

Assigned employees

Employee

End time

1:00

(available) | View criteria |

Bruno Aldik
[m] Full-Time

View budgets

Click Date

| Date /
| Sunday, July 10, 2022

Start time

0:00

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-los

Room 1

Assigned employees

Employee

End time

1:00

(1h om)

10



21 Select the date

July 2022

M

TODAY  CANCEL

22 Click Start time

Date
Thursday, July 14, 2022
=

(thom)

Does not repeat

Team

Kitchen

Position

Cook 1

Location
Restaurant 2

Assigned employees

Employee
Bruno Aldik
] 9 Full Time

0h-37.5h

View budgets Ooet®




23  Select the start time of the shift

New shift

shift with assignment [T R

Date

Thursday, July 14, 2022

Employee

End time

1:00

(available) | View criteria |

Bruno Aldik

@ FulTioe

View budgets

24 Click End time

New shift

Shift with assignment [T

Date
Thursday, July 14, 2022

Start time End tj
00 1:0

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sub-location
Room 1

Assigned employees

Employee

(available) [ View criteria |

Bruno Aldik
M @ ritime

View budgets

(1d oh om)

ey -

12



25 Select the end time of the shift

New shift

Dite

Thursday, July 14, 2022

Start time
1:00 (1d Oh Om)

Repeat
Does not repeat

Team
Kitchen 23:30 22h30m

RN 23:45 220 45m
Cook 1
0:00 228 om
Location ;
Restaurant 2 0:15 23n 15m
0:30 230 30m
Sub-location
Room 0:45 230 45m

1:00 1d ohom

Assigned employees

Employee

[ View criteria |
Anthony Michaud 4. +
0 @ cirie

View budgets O praft @ m

26 Click Team

New shift

Date
Thursday, July 14, 2022

Start time End time

1:00 23:00| (22h om)

Repeat
Does not repeat

Team
Kitchen

Position

Cook 1

Location
Restaurant 2

Sublocation
Room 1

Assigned employees

Employee

(available) | View oriteria |

Christian Michaud - 10905 4

M FulTime

viow e Doero (RIS

13



27  Select the team of your choice

New shift

shift with assignment [T R

D;
Thursday, July 14, 2022

Start time End time

1:00 23:00

Repeat
Does not repeat

Team

Employee
Christian Michaud - 10905 & 0n
o @ Ful-Time

oh-4ch

View budgets

28 Click Position

New shift

Date
Thursday, July 14, 2022

Start time End time

1:.00 23:00 (22h om)

Repeat
Does not repeat

l Team

Location
Restaurant 2

Sub-location
Room 1
Paid breaks @

Unpaid break @

~ Advanced parameters 3

View budgets
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29  Select the position of your choice

New shift

shift with assignment [RUNSEITH

Date
Thursday, July 14, 2022

Start time

1:00 : (2zh om)

Repeat
Does not repeat

Team
Waiter

Position
Select a paosition

Q

Paid breaks @

Unpaid break @

v Advanced parameters {3} ()

View budgets WSO Fublish v

30 Click Location

New shift

‘Shift with assignment [RNSR

Date
Thursday, July 14, 2022

Start time
1:00 (22h om)

Repest
Does not repeat

Team
Waiter

Position

Host 1

Location
Restaurant 2

Sub-location
Room 1

Assigned employees

Employee

View budgets
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Select the location of your choice

New shift

shift with assignment [T R

Dat

Thursday, July 14, 2022

Start time End time

1:00 23:00

Repeat
Does not repeat

Team
Waiter

Position

Host 1

Location
Restaurant 2

Q
Restaur:

Restaul

Restauran

Employee

(available) | View criteria

Christian Michaud - 10905 &,

M M FuTine

View budgets

Choose the employee you want to assign for the shift

New shift
Does not repeat

Team
Waiter

Position

Host 1

Location
Restaurant 2

Sublocation
Room 1

Assigned employees

Employee
Recommended employees (available) | View criteria |
~ hon
Diane Smith
(m) ’ Full-Time

200 40h

Isabelle Lemieux- 111
[m] & FullTime

200 40h- dsponiiie de i

Jennifer Fernandes - 2205
Full-Time

Jennifer Tremblay
Full-Time:
3

View budgets

16



33

Do a final check and press Publish

New shift

Does not repeat

Team
Waiter

Position
Host 1

Location
Restaurant 2

Sub-location
Room 1

Assigned employees

Employee
(available) | View criteria |

Christian Michaud - 10905 4,
@ Ful-Time
aon
David Genest 4.

o @ FllTime

iane Smith

o 0 Full-Time

Isabelle Lemieux 171
(=] & Full-Time

20h - 40h - disponibilié de Féaé

View budgets
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