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17 Reviewing and Approving Leave 7 Steps

0 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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STEP 2

Under 'Time & Attendance' select 'Time Off'

= | Time&attendance

D ANnNg¢ Approve shifts

| .
Welco Clock Log Jul |, 2023 - No end date)

LEArn QNu s visrine w0 Main features of your new platform with our On-Demand Webinars Click Here!

Filter By Office Code

Filter by Operations

Filter by Position

Select
< 20th May 2024 To 26th May 2024
Monday Tuesday Wednesday Thursday Friday
AiGroup Ai Group Vic Ai Group Vic Ai Group Vic Ai Group Vic Ai Group V

Limited 8:00 AM - 5:00 PM 1 8:00 AM - 5:00 PM 1 8:00 AM - 5:00 PM 1 8:00 AM-5:00PM 1 || 8:00 AM - 5:00 |

STEP 3

Review leave application details

Filters can be applied by toggling to 'Upcoming’, 'In Progress' or 'Completed’ leave, you
can also search for a specific Apprentice or Trainee.

= U Times&attendance Q o o 1

Time & Attendance >

Time off ¢ leave  Availability
Manage pending and historical leave here. Nead help with managing lsave? €D Pending
‘ Bl rprowes [compioms - DO

O+ Name ¢ stant ¢ End ¢ Type Amount/Est.Balance Operation Reason File  Requested
O @ foundu Test 12 0ct 2024 250612024 Annual Leave 72,00/ 17,27 hrs Ai Group Limited [3.  Holiday —  23Moy 2024 ~x
O 8 chanen Ramos Annual Leave 38.00/ 7.60 hrs Ai Group Limited [3.  going to th — 14 May 2024 vix
O (" David Tate 20 May 2024 Annual Leave 38.00 / 3.51 hrs AiGroup Limited [3.  Coslneed somelea. — 15 May 2024 v](x
a fe) Frances Ct y 2024 Annual Leave 48.60 Ai Group Limited [3 holiday — 16 May 2024 v](x
O W Shawn Matth Annual Leave e AiGroup Limited [3.  my birthday —  lamay 2024 v](x
O Annual Leave 80, hrs Ai Group Limited [3.  Holigay — 15 May 2024 ‘\/‘ x
=] v Annual Leave Al Group Limited [3-  holiday — 15 May 2024 (~x
O @ Personal/Sick Leave  7.60 | 187 hrs Ai Group Limited [3_ Called in Sick — 1Moy 2024 M=
O Annual Leave 18.20 | 0.00 hrs Ai Group Limited [3. Personal —  13May 2024 [v1ix
(@] sv 13 May 2024 13 May 2024 Personal/Sick Leave 5.00 / 1.75 hrs Ai Group Limited [3. Called in Sick - 15 May 2024 k3
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STEP 4

Click on green tick to approve an individual leave application, to bulk approve

multi-select and click 'Approve'
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Time off =

Manage pending and historical leave here. Need help with managing leave

STEP 5

Amount/Est.Balance Operation Reason File  Requested ¢

200/ -17.27 hrs Group Limited [3_  Holiday — Moy 2024 Ax

38.00 / 7.60 hrs Ai Group Limited [3_  geing to the G — 1Moy 2024 ><
B Display 10 v per poge

If required: Click the red cross to decline a leave application

|Est.Balance Operation

17.27 hrs Ai Group Limited [3..
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STEP 6

Add a declined reason, click 'Send reason’

( )
This leave request will be declined
Would you like to provide the employee with a reason for declining?
Reason
Not enough Annual Leave. Please amend
)
- /

STEP 7

Review actioned leave requests by selecting filters for 'Pending', 'Approved’,
'Declined’.

Note: Leave can also be reviewed in a calendar view by selecting the calendar icon.
s . A

Time & attendance « Q Find anything a o
\ \ ]

Attendance >

e 0" @ Leave Availability
P historical Need help with ing leave? Pending

(o Y e compie]
Name ¢ start & End & Type. Amount/Est Balance Operation Redson File  Requested

)

No Leave Applications
There aren't any pending applications that are upcoming
Clear all filters
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© 1leave application has been
declined.
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