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As a manager, you can delegate your role and/or your approvals to another manager with staff
responsibilities. In principle, there are two reasons for why you might need to delegate your role:

In case of absence—delegate role

You can temporarily transfer the staff responsibility for your employees to another manager with staff
responsibilities, e.g. a head of administration, in connection with extended periods of absence, or similar.
‘Role’ means your access to viewing and maintaining master data, employment status, leave, etc. for your
employees as well as to editing the employment of your employees. These employees will also be included
in any reports.

For central administration of employees—delegate approvals

Because of the local organizational structure, HR is gathered under specific managers who are not
necessarily line managers themselves. This can also be used for extended periods of absence, or similar.
‘Approvals’ means decisions of whether a request from an employee, e.g. documentation for secondary
employment, should be approved or rejected. Notification of approval will also be sent to your substitute.

You can see who has delegated staff responsibility to you and whom you have delegated to in Roles and
Delegations in DTU Fusion.

Step \ Explanation Navigation
Open DTU Fusion in Google
Open DTU Fusion Chrome.

Log in with your initials.

If you do not have a password,
click here.

W

Select Roles and Select Me and click on Roles =
delegations and delegations.

Delegate role

Click the plus sign to create a rule for the delegation of your HR responsibilities
Delegate Role for a given time period. Search by the role name ‘DTU Line manager’.

Enter start date and end date for the period of the rule.
Under ‘delegated to’, enter the name of the manager that you want to delegate
you responsibilities to. Click on the name when it appears in the search.



http://www.fusion.dtu.dk/
https://efzu.fa.em2.oraclecloud.com/hcmUI/faces/ForgotPassword?backUrl=https%3A%2F%2Fefzu.fa.em2.oraclecloud.com%2FfscmUI%2FadfAuthentication%3Flevel%3DFORM%26success_url%3D%252FfscmUI%252Ffaces%252FFuseWelcome%253F_afrLoop%253D41353070400384064%2526_afrWindowMode%253D0%2526_afrWindowId%253Dnull%2526_adf.ctrl-state%253Dz8sof324h_6%2526_afrFS%253D16%2526_afrMT%253Dscreen%2526_afrMFW%253D1280%2526_afrMFH%253D639%2526_afrMFDW%253D1280%2526_afrMFDH%253D800%2526_afrMFC%253D8%2526_afrMFCI%253D0%2526_afrMFM%253D0%2526_afrMFR%253D144%2526_afrMFG%253D0%2526_afrMFS%253D0%2526_afrMFO%253D0%2526_adf.no-new-window-redirect%253Dtrue&_afrLoop=41353094037694013&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=1cr4b8a1oy_1&_afrFS=16&_afrMT=screen&_afrMFW=1600&_afrMFH=799&_afrMFDW=1600&_afrMFDH=1000&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=115&_afrMFG=0&_afrMFS=0&_afrMFO=0
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4 Roller og godkendelser delegeret til andre
Roller deiegeret til andre odkendelse elegeret Wl andre
Rollenavn Startdato Slutdato Delegeret til
dtu line manager| X|w 000810 [g dammyy [g v

gt PTU Line Managor identifies the person as a line manager

Select Save Click on Save in the top right-hand corner of the screen.

Handlinger ¥ Gem  Annuller

You have now delegated your role.

If you want to delegate your approvals, continue reading this guide.

Delegate approvals

Click the tab ‘Approvals delegated to others’.
Select Tab
Click the plus sign to create a new rule for the delegation of your approval
responsibilities for a given time period.

4 Roller og godkendelser delegeret til andre

Roller delegerot til andre Godkendelser delegeret til and

———
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Enter the Rule name.
Delegate Enter start date and end date for the period of the rule.
Approvals Under category, (always) select ‘Manager’.

Under ‘delegate to’, enter the initials of the manager that you want to delegate
you responsibilities to. Click on the name when it appears in the search.

Tilfoj delegeringsregel X
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Click Ok.
Select Save Click on Save in the top right-hand corner of the screen.
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You have now delegated your approvals.

Especially to the line manager who has received the delegation of role from another line manager:

Open DTU Fusion

Open DTU Fusion in Google
Chrome.

Log in with your initials.

If you do not have a password,
click here.

Select Me and
address book

Click on Me in the menu and
click on Address book.
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Select Employee

Select the relevant employee.

All employees that have this
specific name will appear in
the search.

Click on relevant employee
name to access the employee's
master data.

Indtast personnave, e-mall. forretningstitel efler personsystemint. for at sege efter personen.

Select Document
Records

Click Find more on the left side
of the screen and select
Document Records.

You can create a request by
clicking +Add.

= DTUemployee

Dokumentreco

rds



http://www.fusion.dtu.dk/
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Bonus info You can get an overview of all

employees in the delegated
group/section etc.

Click See organizational chart,
which you find next to the
employee name.




