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Change of working time 

Manage my team/Go to profile (option 2) 
 

Start on your homepage. Just click on ,,Manage My Team’’  tile in ,,My Team’’ section. 

 

Choose required employee to whom you want to change working time and click on ,,Take Action’’. 
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Pick ,,Change Job and Compensation Info’’ option there. 

 

Tick the ,,Job Information’’ and date box will be opened.  

 

Choose the date when the changes should take effect from – be careful, the date has to be always from 

the first day of the month in the future. 
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More fields will appear but you scroll down to ,,Show 8 more fields’’ button and click on it. 
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Find the only white fields, which are editable – defining Weekly and Daily working hours. 

 

Rewrite those two required values and you can see immediately the conversion of FTE (full time 

equivalent). Just check if it is entered correctly and then save the change by ,,Save’’ button. 

 

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’’. 
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Then just send WF by ,,Confirm’’ button. 
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Control of the change 

through employee Profile/Card 
 

You need to get to the part of Employee Profile where you have made a change.  

So click on ,,Employment Information’’ section and scroll down on ,,Job Information’’ portlet. 

 

Click on waiting request ,,Data Change pending approval’’ (blue text). 
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Already started WF will be displayed. 

 

DON’T FORGET THAT THE SALARY CHANGE MUST FOLLOW AFTER THIS APPROVAL. 

Manual how to change wage here. 

 

https://www.myfoxconn.cz/images/Navody%20pro%20manazery/Zm%C4%9Bna%20mzdy%20n%C3%A1vod%20ENG.pdf

