
Apply for Leave
(Permanent Staff)



Employee Login
1. Log into your employee portal on any mobile 
device or computer: 
yourcompany.foundu.com.au
 
2. Enter your email address and password.
 
3. If you have forgotten or need to reset click 
Forgot Password. Check your inbox and follow 
the prompts to update your password.
 



Apply for Leave
 If you are a permanent staff member
(full-time or part-time) you can apply
for leave online which will be
submitted to your employer for
approval.
 
1. Click the hamburger icon at the
top left of your screen.
 
2. Click View Profile.
 
 
 
 
 
 
        



Apply for Leave
 1. Click Apply for Leave.
 
 
 
 
 
 
        



Apply for Leave
 1. Enter your leave Start Date.
 
2. Select the Type of Leave e.g. Annual Leave, Personal Leave. 
 
3. Select the End Date.
 
4. The Total number of Hours you wish to take leave will
automatically update.
 
5. If you wish to take one of the days as part of the day, tick
the box 'Take partial leave on first day'. Enter the number of
hours.
 
6. Enter a Reason for your Request.
 
7. Click Submit Leave Application.
 
If you are taking sick leave, you may be required to upload a
medical certificate. You can take a photo from your phone to
upload the copy.
 
 
 



Track & Edit Leave Request
 Once your leave has been submitted, it will be sent to your
employer for approval. You will receive an email notification
for approved/declined leave requests, and can also check the
status or make changes here:
 
1. Go to View Profile.
 
2. Select Edit Leave Applications.
 
3. Here you can edit and view the status of your applications:
 
Pending = awaiting approval from your employer
Approved = accepted by your employer
Declined = Not approved by your employere
 
4. Click the Edit icon to make changes to your leave requests.
 
 
 
 
 
        


