
 Reviewing and Approving Leave 7 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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STEP 2

Under 'Time & Attendance' select 'Time Off'

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 speciAc Tpprentice or 3rainee.
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STEP 4

Click on green tick to approve an individual leave application, to bulk approve 
multi-select and click 'Approve'

STEP 5

If required: Click the red cross to decline a leave application
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STEP 6

Add a declined reason, click 'Send reason'

STEP 7

Review actioned leave requests by selecting Dlters for 'Pending', 'Approved',
 '4eclined'.
:ote5 Leave can also be reviewed in a calendar view by selecting the calendar icon.
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