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We are reminding the rules of extra reward 

In its nature the extraordinary reward is a reward that employee does not expect, has not been 

promised or conditioned upon fulfilling predefined tasks. 

- One employee may be awarded maximally twice a year 

- Amount can be in range CZK 500 to CZK 10,000 

- There is an option to decide whether extraordinary reward will be pay to wage or to Cafeteria 

- Validity must always be on the first day of the month. You can enter current month's reward up 

to the 5th of the following month (so you can enter the December reward with effect from 1th 

December until 5th January) 

- You choose from 2 wage types - Extraordinary performance reward and Extraordinary 

performance reward in Cafeteria 

- Reward amount over CZK 10,000 must be approved by the Remuneration and Benefits Manager 

 

Extra bonus tutorial 
1. Possible way to enter 

On homepage click on ,,Manage My Team‘‘ section: 
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Choose required employee to whom you want to give extraordinary reward and click on ,,Take Action’’ 

button.  

 

 

In this offer choose ,,Extra bonus‘‘: 
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Fill in the necessary fields. 

At first fill in the date (it is possible to use calendar button). 

 

Choose the date when the changes should take effect from. Validity must always be on the first day of 

the month. You can enter current month's reward up to the 5th of the following month (so you can 

enter the December reward with effect from 1th December until 5th January) 
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Choose whether the reward will be paid to Extraordinary performance reward or Extraordinary 

performance reward in Cafeteria. 

 

Write down the amount of the reward and confirm by ,,Save‘‘ button: 

 

 

WF approval starts, please do not forget to describe the reason of change for all approvers and history 

records.  
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Recommendation: Check the approvers by click on ,,Show workflow participants’’. 

 

After picking the reason of reward just confirm and send WF – through ,,Confirm‘‘ button. 
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How to check WF (already in wage change) 

How to check the number of paid rewards: 
 

At first search for required employee by writing down the name in search window and confirm. 

 

Choose ,,Payroll‘‘ section, you can find there all extra bonuses. 
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2. Possible way to enter extra bonus 

On employee card = in his profile (for example through search window) 

At first search for required employee by writing down the name in search window and confirm. 

 

Choose ,,Action‘‘ button and pick ,,Extra bonus‘‘. 

 

 

Fill in the necessary fields.  

At first fill in the date (it is possible to use calendar button). 
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Choose the date when the changes should take effect from. Validity must always be on the first day of 

the month. You can enter current month's reward up to the 5th of the following month (so you can 

enter the December reward with effect from 1th December until 5th January). 

 

Choose whether the reward will be paid to Extraordinary performance reward or Extraordinary 

performance reward in Cafeteria. 

 

 

Write down the amount of the reward and confirm by ,,Save‘‘ button: 

 

 

 



EXTRA BONUS  9/9 myFOX manual 

WF approval starts, please do not forget to describe the reason of change for all approvers and history 

records.  

 

Recommendation: Check the approvers by click on ,,Show workflow participants’’. 

 

After picking the reason of reward just confirm and send WF – through ,,Confirm‘‘ button. 

 

 


