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Step Step Step Image
Number Description
1 Sign into

OneSource.

2 Select the My
Team tab and
then Document
Records on the QuICK AcTIoNS
right-hand side.

My Client Groups

[2] Employment nfo
lerminate Employment

E Allocate Checklists

Walsall Councll

Sign In
Oracle Applications Cloud

Sign In

Select Language

Help Desk

il

Team Activity Journeys Performance
Center

) il s

Leaming Team Goals Center Manager Sickness
Dashboard
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Team CIC




Select
employee’s
name

Select the Add
icon

Select Long
Term Sickness
from document

type

< Document Records

Sort Hy Resvancs v

Butiness Title Patnon Murnber Aptignenant Numbar Asgignment Seatus Wiaehar Type W Email

Adminstiator Active - Peyroll Eligitle Employes

< §a@ Document Records

Employee Test, Administrator

‘ Bearch by type, name, or number

Category Excluded Last Updated Type  Filters

‘+Add|

After you add a document record, you can view it here.

=g New Document Record

Employee Test, Administrator

Document Type hdl

Use either the
seach function,
Click on
employees
name

Clear filter to
show all



Provide a date
for the 1st
Welfare Visit if

Document Type

Walsall Councll

Long Term Sickness|
known Provide
an update for
the Welfare
Country Category
3 1 United Kingd Ab:
visits in the free nited finedom sence
text fields
‘ Employee Position ‘ Assignment ID Absence Start Date
Required
‘ Absence End Date ‘ ‘ 1st Welfare Visit Date ‘ 1st Welfare Visit Notes (Max 150 Char)
‘ 2nd Welfare Visit Date ‘ 2nd Welfare Visit Notes (Max 150 Char) 3rd Welfare Visit Date
Complete all
fields with ‘ ‘
information
12th Welfare Visit Notes (Max 150 Char) Step 1(8 weeks) Case Review Date(DD-MM-YYYY) ‘ Step 1(8 weeks) Case Review Notes (Max 150 Char)
< July 2025 >
B M T w T F s
1 2 3 4 5
Step 2(12 weeks) Case Review Date(DD-MM-YYYY) Step 3(16 weeks) Case Review Date(DD-MM-YYYY)
<] 7 8 ? 10 11 12
13 14 15 16 18 19
20 21 22 23 24 25 26
Step 3(16 weeks) Case Review Notes (Max 150 Char) ‘ Step 3 Case Review(2) Notes (Max 150 Char)
27 28 29 30 31

Assignment
number is
employee

number

Do not exceed
150 characters
or the text will
disappear when
submitted



14 Add any ‘
additional

information by

dragging files or fgamente
click to add
attachments Drag and Drop
Select or drop files here.
URL ‘ ‘ Add URL
15 Check the
r?alr:jdatory cancel
ields are
populated and
submit
16 Add or Update
to the
Document Long Term Sickness
Record by
clicking the 352 0e

three dots next
to the document
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For more information on OneSource Visit the OneSource news page.

To Access our FAQ's.

Or Scan this QR code below.



https://osp.walsall.gov.uk/onesource/One-Source-News
https://osp.walsall.gov.uk/onesource/Frequently-asked-questions

