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 Employee Management Webinar Checklist 
 

Core Knowledge 
You should now be able to confidently do the following: 

 

Bonus Points 
You are a foundU superstar for knowing these: 

Track and manage applications 
¨ Understand the 2 methods in which 

Employee/applicant data can come into your 
platform 

¨ Be able to use a registration link to send to 
applicants by using your business’s unique URL 

¨ Use Add People to add an applicant to your platform 
¨ Check the onboarding completion percentage of an 

applicant 

¨ Share a link to register with your business on a job board 
or Linkedin  

Employee onboarding 
¨ Check your Pending People to see how your 

applicants are progressing by viewing their 
percentages 

¨ Run a visa check on an eligible applicant 
¨ Send a reminder to an applicant who has not yet 

completed their recruitment application 

¨ Login as an applicant if you have full Admin Permissions 
¨ Contact your Implementation Manager to ensure you 

have provided all the appropriate information so that they 
may customize the Onboarder in your platform 

 



 

 2 

¨ Approve an applicant to trigger onboarding for your 
new employee 

Employee App 
¨ Understand what abilities/functions the employee 

has from the Employee App 
¨ Understand what two-factor authentication is and 

how it is used within foundU 
¨ Understand where the Help Button directs 

employees to 

¨ Know what details an employee can access through the 
foundU Employee App.  
 

 

Employee records 
¨ Locate where an employee’s documents are located 

such as Qualifications, Licences 
¨ Locate where an employee’s resume and medical 

questions are stored within their profile 
¨ Locate where you can view an employee’s past 

payslips 
¨ Build an internal checklist for the screening/ 

onboarding process. 

¨ Understand the use of ‘tags’ and locate the article in the 
Help Centre that will help you set up tags for your 
business 

¨ Learn how the Document Builder and Library works 
¨ Create a template document to send to new employees 

 

Performance and attendance management 
¨ Locate the Work History tab in order to see 

attendance data and pull a report if need be 
¨ Be able to store documents for Performance 

Management 
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¨ Run a Workforce Report on Performance and 
Attendance 

Setting up an employee’s position, pay and leave 
¨ Understand that you must set up an employee’s 

position before you can roster them for their first 
shift 

¨ Locate the Employee Card to set up an employee's 
position, location  

 

Employee management settings 
¨ Understand the difference between setting up a 

Casual, Permanent and Salaried person in the 
platform 

¨ Be able to apply a work pattern for a salaried 
employee 

¨ View pending, approved and processed leave 
applications 

¨ Be able to locate the Employee Onboarding and 
Screening guide in the Help Centre 

¨ Use Bulk actions to send Communications to 
Unsuccessful applicants 

¨ Understand the difference between Archived people 
and Declined people 

¨ Understand Autopay options for salaried staff members 
¨ Run a report on Expiring Documents 
¨ Run a report on Employee Records Documents 
¨ Run a report for TFN not received yet 

 

 

 

 

Help & support resources 
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¨ Ensure to use the Google Chrome browser for best 
results when using foundU  

¨ Locate and access the admin help centre  
¨ Locate and access the employee help centre (if 

needed)  
¨ Be able to locate the Employee Onboarding 

and Screening Guide in the help centre  

¨ Use the help centre to locate a support article on adding 
templates into your document library 

 
 


