
Applying a Position 
to an Employee



Apply Employment Type 

1. In the quick menu navigate to 
People > Approved People.
 
2. Find the desired employee and click their
name to access their details.
 
3. Select Employee Card and click on
Employment Type to view their information.
 
4. Choose their Employment Type 
    (Full-Time, Part-Time or Casual).
 
Follow steps on the next pages depending
on employment type.

Before assigning work to an employee you need set up the employee's Employment Type,
Positions, Rates & any Entitlements.
 
 



Casual Employee Set Up 
1. Select Casual Employee Type and the employee Start Date.
2. Click the Select Position/s dropdown to choose the first position you want to assign them to. 
3. Click the X to remove all the pay rates except the one you wish to apply, and set the
Select Location/s from the drop down. 
4. Repeat step 3 and 4 for any other positions, and click Save Positions.
5. Associate with Operation (optional) relevant if an employee only works for a certain venue/client
6. Entitlements and Leave without Pay (LWOP) this may vary depending on your interpretation. 
7. Set the Shift Duration Limit.
8. Click Save Positions.These details will determine how the employee appears in searches for jobs
or rosters, and sets their pay rates. 



Full-Time or Part-Time Employee Set Up 
1.Set Employment Type to Full-
Time or Part-Time for permanent
staff.
 
2. Set the max ordinary hours in a
week
 
3. Make sure Associate with
Operation is selected.
 
4. Set their Location/s and Position
and click Save.
 
5. Set their Shift Duration Limit.
 
Continue to the next section: 
Entitlements    



Leave Entitlements (FT or PT)
Click the Entitlements drop down to apply each leave
entitlement to the employee e.g. Annual Leave and
Personal Leave. Note the drop down will continue to
show Please select but the Annual leave fields will show.
 
Default accruals will appear which you can edit as
required.
 
If the entitlement you need doesn't appear, a new
entitlement type needs to be created under Payroll
Settings > Leave Rules.
 
Once all Entitlements are applied, click Save.
 
Leave balances can be edited via the Financial tab in
YTD.



Employee Work Pattern

1.Select Work Pattern under
Employment Type. (Work Pattern will
only appear once Employment Type
updated with Full-time has been saved.)
 
2. Select Automatic Payment. 
 
Automatic payment uses the employees'
Work Pattern to automatically submit
timesheets on their behalf.
 
3. Enter the times or hours of the
employees' weekly work pattern. 
 
The employee will be paid automatically
as per the position details entered under
Employment Type.



GETTING HELP
 

Check the online help:
https://foundu.zendesk.com

or
Contact your administrator.


