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Applicant Registration
Applicants can register via your site (yourcompany.foundu.com.au/register) or you can manually 
add them to begin the onboarding process. 

To manually add an applicant: 
 
1. Go to People, and Add 
People. 
 
2. Complete the details and 
click Register. 
 
This will send an email to the 
person asking them to create a 
password, and login to continue 
their online application. 
 
Once they are added, they 
will move into in Pending 
People ready for you to track 
their progress and screen when 
ready. 
 
 



Application process
The applicant will be sent an 
email asking them to log in and 
begin completing required 
information. 
 
This section is customised to 
your company requirements and 
may include: 
 
- personal details 
- resume 
- qualifications 
- competencies  
- medical history 
- screening questions 
 
Applicants can do this easily from 
any mobile device or computer. 
 
Once completed, they won't be 
able to go any further and will be 
notified someone will be in touch.  
 



View applications / registrations
Once an applicant has completed their registration, you will be notified via email. To check your 
pending applicants go to People, Pending People. You will see how far through the registration 
the applicant is as a percentage. 100% = completed. 
 
Use the Search bar to find the applicant, and click on the applicants name to view their profile and 
details they've completed so far.  
 
 



Screening
In the applicants profile you can view their details, resume, and any other information you requested at 
the registration process. 
 

1. Go to Overview to view key information such as  
2. Go to Onboarding to view resume, screening/medical questions and right to work information.  
3. Go to Compliance to check qualifications, licences, inductions, and acknowledgements. 
 



Follow up incomplete applications
An SMS reminder can be sent 
individually or in bulk to applicants that 
have not completed their application.  
 
1. In Pending People, find the 
employee and click on their name to go 
into their profile. 
 
2. In the Overview, click Send 
Reminder. This will send an SMS or 
email (if you don't use SMS) with 
prefilled content. Here you can see how 
many reminders have previously been 
sent.  
 
3. Or to type your own message, click 
SMS next to their number, enter your 
message and send.  
 
SMS Reminders can also be sent in 
bulk via Bulk Actions and choose Send 
SMS to All Filtered.   
 



Record interviews
If you are happy with the profile, you can conduct phone screens and interviews as per usual. Details can 
be recorded in Comments for quick notes, or Employee Records for more details information including 
follow up dates. Comments and records can be used for reporting purposes.  



Approve to work
If you have decided to hire the applicant, you will need to accept them to trigger the onboarding. You 
cannot accept someone that has not completed their application steps.

1. Go to People, Pending People. 
2. Use the search bar to find the applicant, and click on their name to go to their profile. 
3. Click Accept Person. 
4. You can also assign the employee a Manager and Office Code if required. 
  
 
 



Onboarding: New Employee Information
Once an applicant is approved, they will move to Approved People and will be sent an SMS and email to 
notify of their success and ask them to complete the onboarding process.  
 
 Employees can log into their portal 

to complete onboarding as 
customised for you business, this 
may include: 
 
1. Financial details: 
  -  Bank account 
  -  Superannuation 
  -  Tax File declaration  
 
2. Read and sign employee 
agreements. 
 
3. Read and sign employee 
handbooks. 
 
4. Watch induction videos. 
 
5. Complete any tests.  
 
       Financial details are 
automatically lodged with the ATO.  



Employee Set Up 

 
         These details will determine 
how the employee appears in 
searches for jobs or rosters, and sets 
their pay rates and pay rules (where 
pay information is automatically 
calculated for payroll). 

Before you can assign work to the employee you need set up the employee's employment type, positions 
& rates and locations. Permanent staff will also need a work pattern and entitlements applied. View 
following pages for detailed steps depending on employment type. 
 
 



Casual Employee Set Up 
1. Go to Employee Card in the 
employee's profile. 
 
2. Set Employment Type to Casual. 
 
3. Click the Select Positions drop 
down to choose the first position 
you want to assign them to.  
 
4. Click the X to remove all the pay 
rates except the on you wish to 
apply, and set the Location. 
 
5. Repeat step 3 and 4 for any other 
positions. This means the employee 
can be rostered for shifts on specific 
positions.  
 
6. Click Save Positions. 
 
   



Full-Time/Part Time Employee Set Up 
1. Set Employment Type to Full-Time 
or Part-Time. 
 
2. Enter their Start Date, Max, 
Ordinary Hours Worked/Week and 
select Associate with Operation. 
 
3. Set their Location. 
 
4. Select their Position from the drop 
down. This will automatically apply 
their Rate and Salary.  Click Attach 
Position to add multiple positions 
they can work.  
 
5. Apply any relevant Entitlements 
from the drop down (if they do not 
already auto apply below). Tick 'Use 
Default Entitlement Value' - this will 
use your company's Leave Rules. 
 
6. Scroll down and click Save.



Full-Time/Part Time Employee Work Pattern
The next stage for permanents is to: 
 
1.Select Work Pattern under 
Employment Type. (Work Pattern will 
only appear once Employment Type 
updated with full-time/part-time has 
been saved.) 
 
2. Select Automatic Payment if the 
employee is paid the same week to 
week (e.g. salaried). Leave off, if 
employee needs to be rostered and 
hours approved (paid based on hours 
worked).  
 
Automatic payment will create a 
paycycle for the employee automatically 
each pay period (with any leave 
applied).  
 
3. Click the Edit icon to enter their 
standard weekly work pattern e.g. Mon- 
Fri, 7.6hrs a day. This is used to help 
calculate leave.  



Employee Ready for Work
The employee will now be available to roster and offer jobs. The employee can log into their portal 
to manage their profile going forward. You will be notified of any changes e.g.bank detail or tax file 
updates. You can also login into any employee's portal by clicking 'Login as xxx' in the employee 
overview. 
 

The employee has full 
visibility and management 
to: 
 
- view their roster/jobs 
- submit timesheets 
- update availability 
- access payslips 
- apply for leave 
- update personal details   



Employee Profile (Admin View)
Once an employee is set up, you can visit their profile to view an overview and any details as needed. You 
can also login as them to see what they see in their portal.  
 

View more details 
via the menu icons: 
 
- Employee Card 
 
- Employee Records 
 
- Compliance 
 
- Financial 
 
- Onboarding 
 
- Work History 
 
- Documents 
 
 


