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Your request for an extension must go through 3 steps with you being involved in step 1: 
 

 
 
Please contact HR Recruitment & Onboarding via HR-Recruitment@dtu.dk, if you have any doubts as to whether the 
extension is possible. 
 

Step Explanation Navigation 
Open DTU 
Fusion 

Open DTU Fusion in Google Chrome! 
Click here  
 
Your username is your initials. If you do not have 
a password, click here. 

 
Select 
My team  
 
 
 

Click My team and click again My team. 
 

 
Select Change 
assignment 

Select the employee whose contract you want to 

extend, click on the three dots: , and choose 
Change Assignment. 

 

Fill in details 
 

Enter the starting date for the extension in the 
field *When does the assignment change start? 
In the field *What's the way to change the 
assignment? choose Extend assignment 
(request) from the drop-down list. 
Click Continue. 
 

 
 

Enter end 
date 

Under Projected End Date, please enter the end 
date for the extended temporary assignment. 
Please note that the end date should always be 
end of month. 
Leave the field Business Unit with the automated 
entry of Danmarks Tekniske Universitet BU. 
Click Continue. 
 

 

 

mailto:HR-Recruitment@dtu.dk
https://efzu.login.em2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DsmizFFLN6xzxFvIouPMZ6ya5cwza2rD%2BXMP9Xq97ba4nXAsSLX8wzfaPO2dwfN8ghq5HtjEGZBYC3FedGBuolKDYFng%2BZ0mJk%2Bf8Lt25JvZkUQOTFcXt7GBGoO%2Bkn7BD9H6T%2BOP4z%2FnmYoG72YTCvKRXx1Ht5AphO9D0W3uZuPmBUlRbSCN1f2CTpsGlGlHneKvSzcJ90TOU5KpiHlsE%2BkCXT0gq6Z%2FVNJJaGzG73rTVH30Y2n%2BN5BCguGB6K9Wbot4nZV1p6E0RULNUUZYtd%2BDsrXtXyPC6mwGFpK7ZHvX%2BKo%2BTm3JEsKXl9BDfNec3zlE49WLAXDOq35KH5%2Be4GXoep5TOljVaNf5eUp5YGKrCq3A3eSb6rEVWsQom02rwSBPqyBq3erZ57Q%2B9V6iiBW%2BBmca5rEqA43oCIcH0NZgdjZ%2FmE0NCDZ%2FAy3rjAk%2FzCyR%2F5wJEzQF10tsGruftM4Em0RlVTfG97ztZZf8qva9s9ATRqazko%2Fr45TnL%2Bc5k%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D8d064f6120a3b884d7f5c50a51c48084a2b7cab7&ECID-Context=1.005UjxUAVjGALQg_lD1FiZ0002wo000571%3BkXjE
https://www.inside.dtu.dk/da/medarbejder/hr-og-arbejdsmiljoe/dtu-employee?fs=1
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Add comment 
and/or 
attachment  
 

You now have the option to add a comment or 
attach a document. 
Click Continue. 
 
 

 
Select 
Submit 
 

Click Submit to send your request to Corporate 
HR. 

 
Your request of extension will be sent to Corporate HR (step 2). Corporate HR register the extension and your 

employee will receive a letter of confirmation via e-Boks (step 3).   
 


