How to create unique
availabilities
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Navigate to the Voila! web console https://console.voila.app/en/dashboard

Click on your profile picture.
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3  Click on MY PROFILE.

> . >
(g A
Leaves to approve Announcements

0 0

Budget repartition
51.00

Tech Support
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4  Click on the three dots icon next to Availability.
——
Gab Demo
e Tech Support HOLE EMPLOYEE ID
E T 3 Admin
Connection information
1 demovoila@gmail.com Q General information
R, W+l 4388834544 STATUS
Full-Time v

&) change Password

Additional information
Availability

Any availability changes must be

approved by a manager. Selectagender
Allow replacements outside No

availahility Emergency contacts

Preferred schedule constraints .

Min weekly hours ND O PR CIN AN
Max weekly hours ND

Max pay period hours ND

Max days from monday to friday ND

IMax days per weekends ND

Max shifts per day ND

JARY CONTACT NAME

Max hours between shifts ND



5  Select Add unique availabilities.

Tech Support

ROLE EMPLOYEE ID EMAIL

S 3 Admin demovoila@gmail.com
Connection information
& demovoila@gmail.com 9 General information
%, [Bel 4388834544 STATUS HIRING DATE MAX HOURS PER WEEK

Full-Time M ID 0
ﬁ Change Password
T = Additional information
Availability
GENDER DATE OF BIRTH

Any avail Update availability
approved Selectagender ND

Allowreﬁ Add uniqu®

availabili Emergency contacts
Preferred schedule cons
Min weekly hours ND PRIMARY CONTACT NAME PRIMARY CONTACT PHONE
Max weekly hours ND . i
Max pay period hours ND A (O] "
Max days from monday to friday ND
Max days per weekends ND
Max shifts per day ND y N "
Max hours between shifts ND SECONDARY CONTACT NAME SECONDARY CONTACT PHONE
ND [ O]
SUNDAY All day
MONDAY 21l day % Time banks
Code Quantity Preapproved Leave

TUESDAY All day

Vacation leave DEFAULT 0 days 0 days
WEDNESDAY All day

Congé maladie 02 0 days 0 days
THIIRSDAY All dav

6  Select the desired date.
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Click on add (x) availabilities.

All day

Note for manager
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Cancel




