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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. 

 

 
 
 
 

Select Document 
Records 

 
 
 
 
Click Me and then Document 
Records. 

 
 

 
 
 
 

Select Document 
type 

 
 

Enter the required 
document details 

 
 
 
 
 
 
 
 
 

Optionally, add 
attachments  

 

Click Add on the right side of 
the screen to create your 
change in working hours.  
 
Select the document type 
Change Working Hours from the 
drop-down menu. 
 
Enter Name by writing the name 
of your institute/department 
(NOT your own name), reason, 
and start date.  
 
Enter From Date. 
Enter To Date if relevant. 
 
Enter New Working Hours per 
week. 
 
Attach documentation if 
relevant. 
 

 

 
 

 
 

 
 
 

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 Submit 
 
 

 

 
 
Click Submit to send your 
request of change in working 
hours to Corporate HR. 

 
 
 
 
 

Your request for a change in working hours will now be sent to your manager for approval, and then to 
Corporate HR. Once the request is approved and processed, Corporate HR will send you a confirmation 
letter. 

 

 


