
 
 

 

 

 

 

 

 

How to Create a Document Record  
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Step 
Number 

Step 
Description 

Step Image  

1 Sign into 
OneSource. 

  

2 Select the My 
Team tab and 

then Document 
Records on the 
right-hand side. 

  



 
 
3 Select 

employee’s 
name  

 
 

 
 
 
 
 
 
 
 
 
 

Use either the 
seach function, 

Click on 
employees 

name 
 

Clear filter to 
show all 

4 Select the Add 
icon 

  

5 Select 
document type 

using the 
dropdown box 
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Complete fields 
and use 

calendar icon to 
add dates 

 
 
 
 
 
 
 

 
 
 
 
 
Further details 
can be added 
into the note 

section 
underneath the 
certificate start 

dates 
 

 
Add any 

additional 
information by 

dragging files or 
click to add 

attachments. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Assignment 
number is 
Employee 

number 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Do not Exceed 
150 characters 
and submit as 

your text will be 
lost 

 
 

 
 
 



 
 
  

 
9 Select Submit in 

the top right 
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Add or Update 
to the 

Document 
Record by 
clicking the 

three dots next 
to the document 

 
 
 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 



 
 

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

