
 
 

   
 

 

 

 

 

 

 

 

 

 

 

How to Create a Paternity Absence 
 

 

 

 

 

 

 

This Guide is for Line Managers 
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Step 
Number 

 
Step Description 

 
Step Image 

   
1 Sign into OneSource.   

2 Select My Team tab and 
then the My Team Activity 

Centre. 

 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 



 
 

   
 

3  
Select the three dots next 
to the employee to add an 

absence 

 

You can use the search function if 
you have multiple direct reports – 

clear filters to show all 

4 Select paternity birth from 
the dropdown 
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Input dates for the 
following using the 

calendar icon: 
 

 
 

Expected Date of Childbirth 

Planned Start Date 

Planned End Date 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
You can only request a total of 14 
days of Paternity Leave.  You will 

see the total days of the absence in 
the actual duration if a start and 

end date are entered 
 
 
 
 
 
 
 
 
 
 
 
 
 

An error message will appear if you 
input incorrect.  

 
 
 
 
 
 
 
 



 
 

   
 

16  
Click the Submit button in 
the top right of the screen 

 
 
  

 
 

  Paternity Extension 
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Select Paternity Birth-
Extension from the type 

dropdown and select date  
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Scroll down the page and 
click the dropdown from 
Linked Paternity Birth to 

show the existing Paternity 
Absence 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
The Paternity Birth - Extension 

absence type is only to be used if 
the first absence of Paternity Birth is 

7 days. 
 
 
 
 
 
 

 
 
 

You cannot submit for a paternity 
birth – extension if a Paternity Birth 

does not exist 
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Select Submit in the top 
right of the screen 
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Once submitted the 

Paternity Birth – Extension 
will be sent to the manager 

for approval 
 

 
 
 
 

 
 
 

The status will change to in 
progress once approved 

  Paternity Adoption 
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Click Paternity – Adoption 
on the Absence Type 

 
 
 
 
 
 
 
 
 
 
 
Using calendar select date 

of expected Placement 
Date 
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Ensure no more than 14 
days as there will be an 

error message 
 
 
 
 
 
 
 
 
 

 
 

Select Submit in the top 
right of the screen 

 

 
 
 
 
 
 

 
 
 
 



 
 

   
 

For more information on OneSource Visit the OneSource news page. 

To Access our FAQ’s. 

Link to SharePoint Family Friendly Policy 

 

 

 

Or Scan this QR code below. 

 

 

 

 

 

 

https://osp.walsall.gov.uk/onesource/One-Source-News
https://osp.walsall.gov.uk/onesource/Frequently-asked-questions
https://walsall.sharepoint.com/:u:/r/sites/ar1jx/SitePages/Family-Friendly-Policy.aspx?csf=1&web=1&e=g0ZYpg

