
 Requesting Leave 10 Steps

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

STEP 1

Login to your FoundU prolfe mrob your FoundU app or using your internet 
wro2ser

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 h

Using your bain cobepage kfik' on A3ppfy mor LeaveA

STEP C

4fik' on AStarting mrobA to sefekt your feave start date
Note: If you are taking a partial leave day on the 'rst day tick on T3ake partial leave on 'rst 
dayT and enter in the time you will begin your leave and the hours of leave you will take for 
that day
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STEP 5

Sefekt AEnd dateA to sefekt your feave end date

Note: If you are taking a partial leave on the last day enter in the time that your leave will 
end and the hours of leave you will be taking for that day

STEP x

4fik' on A4onlrb 6 daysA
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STEP 7

4fik' on tce wo6 mor tce refevant feave type you 2isc to ta'e

STEP 8

Enter in reason mor feave and sefekt AUse 6 feaveA 
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STEP 9

Revie2 dates and daify cours mor feave period

Note: 6ours outside standard work pattern should display T0T and if partial leave day is 
selected these details will also display

STEP 0

4fik' on ASend RequestA
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STEP 1Y

0our feave 2iff no2 sco2 in AUpkobing feaveA sektion

Note: Where a leave application is pending approval an hourglass will display
If a leave application has been approved a green tick will display
If a leave application has been declined a red cross will display

2 of 8

https://imp-demo.foundu.com.au/secure/candidate/leave#/
sprangnell
Draft


