
 Submitting and editing standard rostered shifts 10 Steps

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

STEP 1

Login to your FoundU prolwe using the FoundU app or your internet bro2ser

Note: If you do not have the app you can download this in your Google Play or Apple App 
Store
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https://aigroupatc.foundu.com.au/secure/candidate#/
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STEP O

cnve you ha'e wogged in using the top menu bar sewevt 3Times3

STEP C

kwiv4 on the rewe'ant 2ee4 for your submission
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https://aigroupatc.foundu.com.au/secure/candidate/times#/?date=2024-05-06
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STEP R

xe'ie2 shifts and sewevt 3Submit3 ne5t to the vorresponding day
Note: This step is only required where you are submitting singular shifts

STEP -

xe'ie2 shifts q if no vhanges are re6uired for the 2ee4 sewevt 3Submit aww3 

Note: If no changes are required you will always select 'Submit all'
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STEP I

:f edits are re6uired q vwiv4 the 3edit penviw3 on the rewe'ant day :f re6uired7
 edit your start and lnish times and vhev4 the brea4 time is vorrevt

5 of 9

sprangnell
Draft



STEP A

To add a vomment sewevt the vomments drop do2n type in your vomment
 and sewevt 38dd vomment3

Note: The comment could be per the below
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STEP ,

:f re6uired7 8dd wea'e for that day Sewevt the rewe'ant wea'e time9 wea'e
 amount9 reason and add re6uired vomments9 vwiv4 3Sa'e Lea'e3

Note: if you left work early sick you can add this in here
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STEP 0

:f re6uired7 8dd an awwo2anve  Sewevt the rewe'ant 'ariabwe awwo2anve from
 the drop do2n bo5 and sewevt 38dd awwo2anve3
Note: If you have standard daily or weekly allowances you will not need to add this in.
Only add variable allowances that don't apply on a standard day.

STEP 1&

kwiv4 on 3Sa'e  Submit3
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