(J Adding a reimbursement 7 Steps

0 Within this how to guide all the images will display the steps highlighted in orange.

STEP 1

Login to your FoundU profile from your app 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 2

When you login to FoundU - Click on 'Times'

= U Work+v TimeoOff v

Welcome Back Foundu ¢

ID:16

Your Current Shift Started
8:00 am - 5:00 pm
1h break

MAIOA=-Adult -Stage 1 -38hrs
Ai Group Limited [305]

Times

@ level 5/441 st Kilda Rd Melbourne 3004

Resources

K] Link to Current Employee Portal

Ilnanrminaga Dactas

STEP 3

In the my hours section select 'Weekly reimbursements’

= _Li__work . TimeOff - Time:

.

My Hours
Week starting

< | 27/0s/2024 >

@ Mon 27 May - Sun 02 Jun
Al Group Limited [305]

Monday 27/05 ® 8a-5p
Tuesday 28/05 ® 8a - 5p
Wednesday 29/05 © 8a-5p
Thursday 30/05 ® 8a-5p
Friday 31/05 @ 8a-5p

Weekly Allowances

Weekly Reimbursements

Add To Week

1h break

Th break

Th break

Th break

Th break

AGL [[ Ai Group Vic

AGL [{ Ai Group Vic

AGL [/ Ai Group Vic

AGL [/ Ai Group Vic

AGL [/ Ai Group Vic

MAIOA-Adult -Stage 1
-38hrs

MAIOA-Adult -Stage |
3Bhrs.

MAIOA-Adult -Stage |
-38hrs

MAIOA-Adult -Stage 1
-38hrs

MAIOA-Adult -Stage 1
-38hrs

Submit Al @

® 40h

2Not Submitted

& Approved @

Submit ©
swomit@ |

B Upcoming shift @

8 Upcoming shift @
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STEP 4

Select the reimbursement type

( )
Reimbursements
Reimbursement Type
TAFE Fee Reimbursement
Venhicle Related Expenses
S J
STEP 5
Enter the amount that you wish to be reimbursed
( )
Reimbursements
Reimbursement Type
Vehicle Related Expenses
Amount
5q
Roster
Drag & Drop your files or Browse
S J
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STEP 6

Select your correct roster and position and upload your receipt

4 N\
50
Maximum: 0.00
Roster
AGL /[ Trade School
Position
MAIOA-Adult -Stage 1 -38hrs
Document
Drag & Drop your files or Browse
Files mus!. be ;pé. .&:ng or pdf..v\;n.h a ;'naximum lilé S‘IZ.B .ul 10MB.
g /
STEP7
Click on 'Add reimbursement’
4 I
Position
MAIOA-Adult -Stage 1-38hrs
Document
OITTO2.png @
Cancel ‘ Add reimbursement
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