
 Reviewing Reimbursements 6 Steps

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

STEP 1

Login to FoundU - https://aigroupatc.foundu.com.au/admin
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https://imp-demo.foundu.com.au/admin#/
sprangnell



STEP 2

Using the top menu select 'Time & attendance' and select 'Approve shifts'

STEP 3

Ensure that the correct week is selected and any other 4lters you wish to use 
then select 'Apply 4lter'
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https://imp-demo.foundu.com.au/admin/manage/approve-shifts#/
sprangnell



STEP 5

Scroll down to the rosters section and review reimbursement details

Note: Any reimbursements submitted will display at the top of the shifts

STEP C

6lick on the download icon to review uploaded receipts or documentation
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https://imp-demo.foundu.com.au/admin/manage/approve-shifts#/?date=2024-05-13&employee=&operation=&officeCode=&roster=
https://imp-demo.foundu.com.au/admin/manage/approve-shifts#/?date=2024-05-13&employee=&operation=&officeCode=&roster=&type=unapproved
sprangnell



STEP D

To Approve - 6lick the green tick  To /ecline -  6lick the red cross 
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https://imp-demo.foundu.com.au/admin/manage/approve-shifts#/?date=2024-05-13&employee=&operation=&officeCode=&roster=
sprangnell


