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How to Create a Paternity Absence
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Step Step Description Step Image
Number
1 Sign into OneSource.

Sign In
Oracle Applications Cloud

Select Language

2 Select My Team tab and
then the My Team Activity
Centre.




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

Select paternity birth from
the dropdown

Warkers.
122 directs, 123 total

89% 0 of 34 goals completed

Facilities Manager ~

Retention Achieve Dynarmic skils

0 of 0 core skills achieved

Team

Search for workers

View Workers  Reports Direct reports X Manager Type Line manager X Filters  Clear (2)

Q

Contact Infa

& OrgHierarchy | | Team Actions ~
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Absence Balance

Add Absence

Add Check-In Document

Document Records

Employment | Compen g oioument info
View Mare
Worker Type Manage: Relationshin Location E
Employee Line manager Oak Park Leisure
Centre_WS9 9PQ_LOC_169
Worker Type Mansger Relaionship Location e
Employee Line manager Oak Park Leisure

Centre_WS9 9PQ_LOC_169

T New Absence
Employee Test

Absence Type

Paternity- Birth

Career Break / Sabbatical
Paternity Adoption - Extension
Paternity Birth - Extension

Paternity- Adoption

Paternity- Birth

Sickness

Sickness During Maternity Period

munication

eate items to share info with your team.

Applications
@ Joureys
B Hiring

|of, Performance

[ Teamcic

View Mare

You can use the search function if
you have multiple direct reports —
clear filters to show all
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b o owing aeirg he
You can only request a total of 14

following using the
days of Paternity Leave. You will

calendar icon: e e -
see the total days of the absence in
Dates the actual duration if a startand
e || e end date are entered

Expected Date of Childbirth

Planned Start Date il o —
Planned End Date || [ o
06/08/2025
Additional information
SZZL‘ESJ;"T& rth h
Dates
© Select a date so that the duration doesn't exceed the 14 Calendar Days maximum limit x An error message Wll.l. appear if yOU

input incorrect.

[;8}(07‘,‘-}2'(;2% s B Actual Childbirth Date =
TE}B;;I;D(;;L Actual Start Date
'BI;}BE‘;;DD;S‘L Bl Actual End Date Z]

Planned Duration
45 Calendar Days
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Click the Submit button in
the top right of the screen

Select Paternity Birth-
Extension from the type
dropdown and select date

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

show the existing Paternity
Absence

Select Submit in the top
right of the screen

eT New Absence

Employee Test

Absence Type
Paternity Birth - Extension

Dates

Additional information

“Linked Paternity Bath L

[ 20241007 P07 ]
‘ Cancel ‘ ‘ Save and Close ‘ | Save | m

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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Once submitted the
Paternity Birth — Extension
will be sent to the manager

for approval

Click Paternity — Adoption
on the Absence Type

Using calendar select date
of expected Placement
Date
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Paternity Adoption

Absence Type -

Career Break / Sabbatical

Paternity Adoption - Extension

he detail

Paternity Birth - Extension

Paternity- Adoption

Paternity- Birth

Sickness

Sickness During Maternity Period

Absence Type
Paternity- Adoptior|

Dates

Expected Placement Date

Actual Placement Date

Additional information

The status will change to in
progress once approved



23 Ensure no more than 14 | B coption - |
days as there will be an

error message Dates
‘ Elj/ezo«gd/ggzeg eeeeeee | Actual Placement Date ‘
‘ pemasoae | Actual Start Date ‘
‘ ;\;n/noeg;%l;sﬂ | Actual End Date ‘

Planned Duration
14 Calendar Days

Additional information

Cancel Save and Close

24 Select Submit in the top
right of the screen
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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

