Reviewing & Editing Leave requests 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 via the FoundU 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

Using the top menu bar select 'Time off' & select 'Leave’
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STEP 3

In the upcoming leave section, select the leave you wish to edit
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STEP 4

Once opened, select the blue edit pencil to edit your leave

Note: if you wish to delete the leave request entirely click the red trash can symbol
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Does this look right to you?
Confirm these changes are correct before submitting.
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STEP 5

Review dates and make relevant changes

Details Review

When are you planning to take leave?

Tell us when you want your leave to start and end. You may apply partial leave on the
start and end dates.
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STEP 6

Select 'Confirm x days'
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When are you planning to take leave?
Tell us when you want your leave to start and end. You may apply partial leave on the
start and end dates.
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STEP 7

Ensure that the relevant leave type is selected and change 'Reasons for leave'
if required
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STEP 8
Click on 'Use x leave'
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STEP 9

Review details - Click on 'Update request’
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