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Step Step Description
Number
1 Sign into OneSource.
2 Go to OneSource

Homepage and click My
Team and Manager
Sickness Dashboard
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Summary Level Trigger Report

3 Select report type using

tabs at tOp of page Summary Level Trigger Report  a)l Employee Trigger Info  Open Absences  All Absence Type Details  Top 5 Absence Reasons  Calendar View
4 4
4 Select the date range
and the department view
USIng the flltel"S. ; . The calendar date will default to 1 year view but
age

this can be changed using the calendar icon.

Date Start 5= 10/09/2023

To see all absences in Levet 1 Department _Saec Vol . , _
. y et 2 Devertmment] < This report will only show you employees under
your hlerarChy, don’t Level 2 Depa ZSelect Vol ¥ you in the Hierarchy. You can utilise the filters to
worry about selecting Leve2 Depariment|_Seed ety narrow down the search

Level 4 Department _Seject Value—vw

values in the drop

. ’ Absence Reason Name _Select Value—w Click Ok and no filter selected for a view of all
dOWﬂS, jUSt click OK. [0k ) reset » employees in your hierarchy
Refresh |
Managers Sickness Dashboard
:eurr:ggr ﬁ;:gbgrrnent Iiiar?r:a Il‘fa:;a \:;:—r;ng E‘a“;&:{:n lxl:;aeger ;g:rilteian Position Code  Level 1 Department Iﬁ:‘;aealrg'nem Level 3 Department E;;e:r?ment Absence Type Qg;:::l:eName ,;ab;ence stert S:[seence End it?sfenoes Iﬁeu?;;ontuays} 'S::;?;:ys) Trigger
4009907 E4009907 Dummy  Account3 3rs 1.0 Accouni2 Centre DUMMY Economy Environment and  Place & Leisure Bereavement and Leisure Operations  Sickness During Pregnancy 03/09/2024 04/09/2024 1.0 2 20 14.0
Dummy Assistant POSITION 3 Communities | RS Envirenment | RS51  Commercial Servs | RS1E RS1E1 Matemity Period related
E4009907 Total 1.0 1.0 2 14.0
4009908 E4009903 Dummy  Accountd 375 1.0 Accouni2 Leisure DUMMY Economy Environment and  Place & Leisure Bereavement and Leisure Operations  Sickness Back & neck 04/09/2024 1.0 3 30 14.0
Dummy Attendant POSITION 4 Communities | RS Environment ! RS1  Commercial Servs | RS1E RS1E1 problems
E4009908 Total 1.0 1.0 3 14.0

Return - Refresh - Export
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ThIS iS the first part Of Managers Sickness Dashboard

the report. It shows _ _ _ : .
. . Person Assignment, .- First Last Working Full-Time Manager Position Position Code
|nformat|on related to the Number Number Name Name Hours Equivalent Name Name ositian Lo
emp|0yee,S aSSlgn ment 4009907 E4009907 Dummy  Account3 LT 1.0 é-i?ﬁ:l-:-tz E::iisrieani Egglt\l.!I\ON 5

E4009907 Total 1.0

The grey rows are totals 4009808 E4009208 Dummy  Accountd 375 1.0 é-i?rﬂ:l:-t: I;,et:ti:\njaint Eg}glr'\l.!I\rON .

for each assignment. E4008903 Total 1.0

Return - Refresh -Export

The is the second part of

the report. It shows
informatior,l relatgd to the Level 1 Department Iﬁi‘:nzlrtzment Level 3 Department llf)z:&alr?ment
employee’s assignment

. . . Economy Environment and  Place & Leisure Bereavement and Leisure Operations
hlerarchy i.e. where this Communities | RS Environment | RS1  Commercial Servs | RS1E RS1E1
sits in the Council.
Economy Environment and  Place & Leisure Bereavement and Leisure Operations
Communities | RS Envirenment | RS51  Commercial Servs | RS1E RS1E1
This is the third part of
the report' It ShOWS Ab Ab Start  Ab End #0Of L Modified
SENCce gence >ta gence tn eave OaITIE -
|nformat|on related to the Bbsencellvie Reason Name  Date Date Absences  Duration(days) Days(days) Trigger
Sickness Duri P y 03/09/2024 04/09/2024 1.0 2 20 140
absence I'u1lgt::1it',' Period related
1.0 2 140
Sickness Back & neck 0210972024 04/08/2024 1.0 3 30 140
problems

1.0 3 14.0
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The Leave Duration and Sickness
#Of Leave Modified T .
the FTE value have Absences Duration(days) | Days(days) | '~ 99°" Polic

been multiplied to create i 5 iel  #ia

the Modified Days Value. Sickness
If the total Modified Days Guidance
for an employee’s —— —
. 1.0 6 13 This field is where the total of the individual
aSSIQnment exceeds the absences will be calculated. This is
Trlgger Value., follow the 10 g 35 po— currently blank and a fix is underway
sickness guidance and — p = =

policy for next steps. If the Modified Days(days) total is higher

than the Trigger, or there are more than 3
occurrences of absences in 12 months, a
If the tOtaI # Of 20 13 trigger has been met. Follow the Sickness
Absences is 3 or more, | | Guidance and Policy for next steps.

the same applies.

If the Date in the

. Absence Absence Start Absence End
Absence End Date is not Absence Type Heaaor e B Date
visible. The absence is A
open ended and not Sickness During Pregnancy 03/09/2024 04/09/2024
closed Matemity Period related

Sickness Back & neck 02/09/2024
problems


https://int.walsall.gov.uk/Portals/0/HR/atoz/LIVE%20Sickness%20Absence%20Policy%20-%2001_09_24.pdf?ver=2024-08-01-102417-480
https://int.walsall.gov.uk/Portals/0/HR/atoz/LIVE%20Sickness%20Absence%20Policy%20-%2001_09_24.pdf?ver=2024-08-01-102417-480
https://int.walsall.gov.uk/Portals/0/HR/HR%20Policies/Sickness%20Absence%20Guidance%20v11_0%20-%20Effective%201%20Sept%202%20Final.pdf?ver=2024-08-29-165949-517
https://int.walsall.gov.uk/Portals/0/HR/HR%20Policies/Sickness%20Absence%20Guidance%20v11_0%20-%20Effective%201%20Sept%202%20Final.pdf?ver=2024-08-29-165949-517

10 This is the sort option
available in the report.

You can sort by value or
alphabetically,
ascending or
descending.

11 Scroll down to the
bottom of the page to
see these two blue
arrows.

Click this to expand rows
0-500.
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& Managers Sickness Dashboard

Managers Sickness Dashboard

Persgn, As:knment First Nae N e Working
Number [[[Numper Name Hours
Bl

[ ngRowsLiSO]

LALJ

d
i Display maximum (500) rows per page L

. Sort the
Name
column by
alphabetical
order and
then
“ctrl+F” and
typein their
first or last
name.
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This report shows in red
if trigger point has been
met.

Display any current open
absences for manager to
check

Displays all absences for
team and duration

Displays top 5 absences
and reasons

Al

Trigger Info - ing Open CRO8
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All Employee Trigger Info Report

Click on an 'Employee Assignment Number' for a detailed view of their absence record

Employee  Employee Assignment . Position wanager | Funime Total Calendar Days  Modified Total Modified  F01

Name Humber Hame Lewel 3 Depastrwont Level 4 Depariment  Level § Depariment  pyeng Equivalent Lost Trigger Days Absences

Test, Employee  E4013740 Administrator  Leisure Bereavement and Commercial Servs  Letsure Operations | Letsure Facilbes | Test, Manager 1.00 1 14.00 100 1
1RSIE RSIET RSIEIE

Rafresh - Export

Open Absences Report

Summary Level Trigger Report  All Employee Trigger Infdj ‘OPpen Absences Il Absence Type Details  Top 5 Absence Reasons  Calendar View

All Absence Types Report (excluding Open Absences)

4

All Absence Type Details - Excluding Open Absences CR08

Employee Employee Assignment  Position Manager Full-Time Absence Type
e 7 Level 3 Department Level 4 Department  Level 5 Department ot Equivalent Date Start Date End e
Test, E4013740 i Leisure nd Commercial ~Leisure Operations ! Leisure Facilifies | Test, 00 Tue Tue, Sickness
Employee Servs |RS1E RS1E1 RSIE1E Manager 15/07/2025 15/0712025
00 Fri Thu, Patemity- Birth
18/07/2025 2400712025

Refresh - Export

Absence Reason  Calendar Days
Name Duration

Back & neck
problems

Top 5 Absences Reason




At the bottom of the
report there are a few
export options.

Export>Data>Excel will
present the data in a
standard format in a

spreadsheet.

You won'’t see total rows
in the downloaded
spreadsheet as these
are calculated within the
dashboard

Another export option:

Export>Formatted>Excel

will present the data in a

similar view to that of the
report.

Merged cells and totals
will be shon

A

(i

N

Walsall Councll

E2175100-2

Total [ ] Excel I\]

2175342 E2175342 Stuart [jcsv @

B Formatted » B Tab Delimited

[ﬁ Data > =) XML

Return - Refresh - Export -Create Bookmark Link
—

[ﬁ Formatted »]"_“J PDF
B Data ] Excel
& E N

Return - Refresh - Export - Create Bo ﬂ—] Powerpoint —
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