
How to Submit 
Timesheets



Employee Login
1. Log in to your employee portal on any
mobile phone, tablet 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.
 



View Timesheets
Any timesheets waiting to be submitted
will be flagged in red as soon as you login.
 
To view & edit your timesheet:
 
1. Go to 'Timesheets' from the menu.
 
2. Click '+Add'. 
 
 
 
 
        



Choose Time Period
1. Select the relevant week ending date you worked, if the
current date showing is not relevant.
 
2. Click 'Submit Timesheet' if you wish to enter all shifts
for the week.
 
 or;
 
3. Click 'Submit Single Shift' to submit shifts you worked
daily.
 
(If you do not see this option, your employer prefers you
submit weekly)
 
        



To add shifts, you can add the first shift and then copy
shifts to other days of the week:
 
To add a shift :
 
1. Select the 'Day' from the drop down.
 
2. Enter the 'Start' and 'End' times for your shift.
 
3. Enter in any breaks or other information requested from
your employer.
 
4. Once finished, scroll to the bottom and click 'Submit'.
This will show you a review of what you are submitting.
Click 'OK'.
 
 
 

Add Shift Times



When entering start and end times for shifts on 
a mobile device, select the times from the drop 
downs in hours, minutes, am/pm.
 

Entering Times

When entering times on a computer, you can type
times in directly. Shortcuts can be used.  e.g. 
 
4p = 4:00pm
6a = 6:00am
630 = 6:30am
 
 
 24hr time is accepted:
1630 = 4:30pm
630 = 6:00am 
 
Decimal points are accepted:
7.5 = 7.30am
 
Colons or full stops are not required e.g. to enter
4.30am, type in 430.
 
Fo breaks:
30m = 30 minutes
1h = 1 hour
 

Mobile Phone Computer



To copy a shift to other days of the week:
 
1. Click 'Copy' above the shift you wish to copy.
 
2. Select all the days you wish to copy the shift
to, and click OK.
 
3. This will populate your timesheet with the new
days with the same shift times as the one you
copied. 
 
Edit and change times for each day where
needed.
 
4. Once finished scroll to the bottom and click
'Submit'. This will show you a review of what you
are submitting. Click 'OK'.
 
 

Copy Shift Times



If your employer requires you to upload a paper
timesheet, you can take a photo of it on your phone:
 
1. Click 'Upload Timesheet'.
 
2. Find the photo of your timesheet on your phone
and select it.
 
Wait for the green bar to finish moving, once done
your timesheet has been uploaded.
 
3. Scroll to the bottom and click 'Submit'.
 
 

Upload a paper timesheet



1. If entering shifts daily, when you have
have entered the last shift click 'Last
Shift for the week'.
 
2. Add any reimbursements or comments
if required.
 
3. Click 'Submit'. 
 
4. Review your times, and click 'OK' if you
are happy with them.
 
This will be automatically sent to your
manager for approval.
 
It's important to submit your timesheet
at the end of each working week to make
sure you get paid!
 
4. To review your timesheets, go to
'Timesheets' from the menu, 'View All'.

Finalise Timesheet



 
To review your timesheets:
 
1. Go to 'Timesheets' from the menu.
 
2. Click 'View All'.
 
3. Click the + icon to open details.
 
4. Click 'View Timesheet' to view the
details you submitted.

View Submitted Timesheets


