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5. Walsall Council

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.




All direct reports will show

in a list. Select the three

dots next to the employee
to add an absence

Select Career
Break/Sabbatical from
absence type
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Absence Type

Career Break / Sabbatical

Paternity Adoption - Extension
he det:
Paternity Birth - Extension
Paternity- Adoption
Paternity- Birth

Sickness

Sickness During Maternity Period

You can use the search function if
you have multiple direct reports —
clear filters to show all



Walsall Councll

Select the calendar icon to A career break needs to be between
select a start and end date 6 and 12 months

Absence Type
Career Break / Sabbatical

Dates
| S aons ey -
C' You can read more about Career
Break/Sabbatical here — Leave and
;nld/uoa%zozs ‘ i"fu”ﬁ‘;””"’"”” T Time off
Duration
15 Calendar Days

Projected Balance 0 Calendar Days
As-of 31/07/2025 Calculate
Details

Comments

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

Save and Close



https://walsall.sharepoint.com/:u:/r/sites/ar1jx/SitePages/Leave-and-Time-off.aspx?csf=1&web=1&e=dOZZgp
https://walsall.sharepoint.com/:u:/r/sites/ar1jx/SitePages/Leave-and-Time-off.aspx?csf=1&web=1&e=dOZZgp
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Walsall Council

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

