
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Line Manager Sickness Dashboard 

Guidance 

 

This Guide is for Line Managers 
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Step 
Number 

Step Description Step Image Hints and 
Tips 

1 Sign into OneSource. 

 

 

2 Go to OneSource 
Homepage and click My 

Team and Manager 
Sickness Dashboard 

 You will only 
see my 
team in 

OneSource 
if you have 

direct 
reports 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 



 
 

 
 
 

3 

 
 
 

Select report type using 
tabs at top of page 

 
 
 
 

 
Summary Level Trigger Report 

 

 

4 Select the date range 
and the department view 

using the filters. 
 

To see all absences in 
your hierarchy, don’t 
worry about selecting 

values in the drop 
downs, just click OK. 

  

 



 
 

5 This is the first part of 
the report.  It shows 

information related to the 
employee’s assignment. 

 
The grey rows are totals 

for each assignment. 

 

 

6 The is the second part of 
the report.  It shows 

information related to the 
employee’s assignment 
hierarchy i.e. where this 

sits in the Council. 

 

 

7 This is the third part of 
the report.  It shows 

information related to the 
absence 

 

 



 
 

8 The Leave Duration and 
the FTE value have 

been multiplied to create 
the Modified Days Value. 
If the total Modified Days 

for an employee’s 
assignment exceeds the 
Trigger value, follow the 
sickness guidance and 
policy for next steps. 

 
If the total # Of 

Absences is 3 or more, 
the same applies. 

 
 

 

Sickness 
Policy 

 
Sickness 
Guidance 

9 If the Date in the 
Absence End Date is not 
visible.  The absence is 

open ended and not 
closed. 

 

 

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. 

 

.  Sort the 
Name 

column by 
alphabetical 

order and 
then 

“ctrl+F” and 
type in their 
first or last 

name. 

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

arrows.  
 

Click this to expand rows 
0-500. 

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

All Employee Trigger Info Report 
 

 
14 

 
 

This report shows in red 
if trigger point has been 

met. 

  
 
 
 
 
 

 

 

  Open Absences Report 
 

 

15 Display any current open 
absences for manager to 

check  

 
 
 
 

  All Absence Types Report (excluding Open Absences) 
 

 

16 Displays all absences for 
team and duration 

  
 
 

 
 

 
  Top 5 Absences Reason  

17 Displays top 5 absences 
and reasons 

  
 
 
 
 
 
 
 
 



 
 

 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 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 


