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Viewing Absence Details as an
Employee

This Guide is for Employees
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Sign into
OneSource.

Select the Me
tab and then
Time and
Absence
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Onesource can
be accessed by
any smart
device and you
do not need to
be logged into
Walsall
Corporate
network.



SeleCt EXiSting ¢ Time and Absences

Absences
Dummy Account4
To view , T
X1sTIn sences
absence page, BT e
CIICk on Search by type
Absence type
Date 17/01/2025 X | Status Clear (1)
(blue text)
Add Absence
Paternity- Birth 18/07/2025 - 24/07/2025
7 Calendar Days
Sickness 17/07/2025 - Open Ended
0 Clendar Days
Sickness 15/07/2025 - 15/07/2025

1 Calendar Days

Walsall Councll

Completed

SortBy v
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Sickness
Absence is view
only

Paternity can be
edited
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The absence Dates
will show the
total calendar /e ey
days, the date

range, details of
absence and e

last updated -

Details
Back & neck problems Cendition Start Date

Authorized absence

2025-07-17
Special Conditions
Absence
entitlements
show
Entitlements
breakdown of Entitlements
payments Occupational Sick Plan NJC 1 l
15/07/2025 - 15/07/2025 1 Calendar Days at 100%
Occupational Maternity Plan NJC 1
Statutory Sickness Plan

15/07/2025 - 15/07/2025 1Days at 0%

Notifications
from
OneSource will
go to you and
your manager
during this
period to notify
you of moving to
half or nil pay.
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Document of Records

9 Select the ‘Me’
tab and
Document
Records to
view.

10 Select date
range either by
clearing filters

Sickness Steps.

or ChOOSing 57072025 147 M i
date range from
drop down box s
Use three dots S
to view
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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

