
 Reviewing & Editing Leave requests 9 Steps

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

STEP 1

Login to your FoundU prolhe via tbe FoundU app or using your internet 
.rowser2

Note: If you do not have the app you can download this in your Google Play or Apple App 
Store

2 of 7

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



STEP m

Using tbe top cenu .ar sehe't fTice o33f & sehe't fLeavef

STEP I

,n tbe up'ocing heave se'tion4 sehe't tbe heave you wisb to edit
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https://imp-demo.foundu.com.au/secure/candidate/leave#/
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STEP O

5n'e opened4 sehe't tbe .hue edit pen'ih to edit your heave 

Note: if you wish to delete the leave request entirely click the red trash can symbol

STEP k

Review dates and ca6e rehevant 'banges
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https://imp-demo.foundu.com.au/secure/candidate/leave#/edit-leave/22
sprangnell
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STEP C

Sehe't fxonlrc 7 daysf

STEP 8

Ensure tbat tbe rehevant heave type is sehe'ted and 'bange fReasons 3or heavef
 i3 required
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STEP 9

xhi'6 on fUse 7 heavef 

STEP -

Review detaihs  xhi'6 on fUpdate requestf

6 of 7

sprangnell
Draft


