
      Adding to your week - Submit Shifts 9 Steps

The 'Add to Week' functionality will be used to add shifts outside your standard 
working days i.e. weekend work. Within this how to guide all the images will display 
the steps highlighted in orange.

STEP 1

Login to your FoundU prolae from your 2pp or using your internet browser

Note: If you do not have the app you can download this in your Google Play or Apple App 
Store
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STEP c

Using the top menu b2r seae't 3Times3

STEP W

Seae't 3Add to 4eek3
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https://aigroupatc.foundu.com.au/secure/candidate#/
https://aigroupatc.foundu.com.au/secure/candidate/times#/?date=2024-05-06
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STEP ,

Ensure the d2te is 'orre't5 enter your st2rt 2nd lnish times

STEP 6

Enter in your bre2k aength or bre2k times
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STEP 7

Seae't the 2ppai'2bae roster for th2t d2y

Note: For regular days ensure you select your Host roster
For Trade School/TAFE days ensure you select Trade School roster
For ADA Training days ensure you select ADA Training roster

STEP 8

Seae't your position
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STEP v

Add 2ny 'omments5 92ri2bae 2aaow2n'es5 do'ument2tion or ae29e for the d2y
 if 2ppai'2bae

STEP R

&e9iew 2aa the inform2tion 2nd 'ai'k on 3S29e C 0re2te Shift3
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