
Keep your personal
details up to date



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.
 



View Profile
 To manage or update any of your personal details click on View Profile from the hamburger icon.



Update Profile
In your Profile you can view and update Confidential
Details or other Details including:
 
-  Financial details
- ATO Document
- Personal Details 
- Address
- Apply for Leave (Permanent staff) - refer to guide.
- Documents (Visas, Resumes,Photo, Licences)
-Clock Passcode (if you clock in and out for shifts) - refer
to guide.
- Qualifications 
- Achievements
- Description & Skills 
- Other (Terms & Conditions, Acknowledgements)
- Change Password
- Logout
 
 
 
 



Financial Details
In Financial Details you can manage
and update information including
your:
 
-  Bank Account details
 
- Super Fund details
 
- Salary Sacrifice %
 
- Deductions
 
Updates here will automatically be
updated instantly with your
employers and they will receive a
notification of the change.
 
 
 
 
 



ATO Documents 
In ATO Documents you can edit any of your Tax File
details, provide a digital signature and resubmit your Tax
File Declaration.
 
Your employer will be notified of any updates
automatically.
 
 
If you have any questions about your tax file details visit
the Australian Taxation Office website:
 
https://www.ato.gov.au/Individuals/Tax-file-number/
 
 
 
 
 
 
 
        



Personal Details
In Personal Details you can update your:
 
- Name
 
- Date of Birth
 
- Email
 
- Mobile
 
- Gender
 
- Emergency Contact
 
- Phone
 
Click Update at the bottom once completed.
 
 
 
 



Address
In address you can update:
 
- Number and Street
 
- Suburb
 
- Postcode
 
- State
 
For international addresses click 'Click here to update
international address' at the top of the page.
 
Click Update at the bottom once complete.
 
Your address will be automatically updated with your
employer.
 
 
 
 



Documents
In Documents you can view, update or
upload new files when documents expire
such as:
 
- Driver's Licence
 
- Resume
 
- Employment Agreement / Offer
 
- Right to Work
 
- Qualifications
 
 - Licences
 
Select the type of file to upload. Enter
relevant details. To upload files, you can
take photos of these documents on your
phone to upload.
 



Qualifications
In Qualifications you can view and update any:
 
- Qualifications
 
- Licences
 
- Inductions
 
1. Click the edit icon.
 
2. Select the file type to update from the drop down.
 
3. Click Choose File. You can select a photo of a file
you've taken from your phone. Select the file.
 
4. Once uploaded, click Save and Close.
 
This will automatically update with your employer.



Description & Skills
In Description & Skills you can keep your skills and
experience up to date. 
 
Click Save after any updates.
 
Any changes will go through to your employer.



Password
To change the password to log in to your
employee portal go to Change Password. 
 
1. Enter your Current Password.
 
2. Enter New Password.
 
3. Confirm New Password.
 
4. Click Change Password.
 
If you clock in and out you can reset your
passcode under Clock Passcode. 



Achievements
View your weekly ratings from your
employer here. 
 
You may also attain badges based on how
quickly you respond to job and shift
offers. 


