
How to Submit
Timesheets

PEOPLE OPERATIONS PLATFORM



Employee Login
1. Log in to 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 Timesheets
Any timesheets waiting to be submitted will be flagged in red. To view & edit your timesheet: 
 
1. Go to Timesheets from the menu and click +Add.  
(Alternatively, you can also click + Add Timesheet from Home page). 
 
 
 
 
         



Choose Time Period
1. Select the relevant week ending date to view and edit your timesheet. 
 
2. Click Submit Timesheet. 
 
         



1. If you have a paper timesheet you can
upload it by clicking Upload Timesheet.
Otherwise; 
 
2. Check and enter the Day, Start and End
times + Break length for each shift. 
 
3. Click + Add Shift or Copy an existing
shift to add extra shifts you worked. 
 
4. + Add Reimbursements at the bottom &
upload any document/receipts if required. 
 
5. Check 'Did not work' where applicable. 
 
6. Click Submit Timesheet when
complete. 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. 

Edit & Submit Timesheets


