
Category DTU Fusion – Manager guideline 

 

Subject L19 – Approve a task on the work list (BPM)  

Responsible Corporate HR 

Updated November 2025 

 
You can view and approve or reject requests from your employees in your worklist (tasks in the BPM list) in 

DTU Fusion. These requests typically concern matters such as leave or notice of resignation (for permanent 

positions). The process consists of three steps, and you are involved in step 2. 

1. You receive a request from your employee via DTU Fusion. 

2. You approve or reject the request in DTU Fusion. 

3. Corporate HR receives and processes the request. 

Step Explanation Navigation 

 
Open DTU Fusion 

Open DTU Fusion in Google 
Chrome. 
 
Log in with your initials. 
 
If you do not have a password, 
click here. 

 

 
 

Find your worklist 

 
Click on the bell on the right 
side of the screen. Click Show all 
and then click Work list. 

 
 

Find Your tasks 
 

You have now entered your 
work list (BPM list).  
 
You find your task under “My 
tasks” in the menu on the left 
side of the screen.  
 
Click on My tasks. 

 

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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Select task Select the task, you wish to 

approve / reject (the request 
from employee).  
 
A new pop-up window will 
open. 

 
Approve or reject Approve or reject the request 

from your employee. 

 
Corporate HR receives and processes the request (step 3). 

 


