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Step 
Number 

Step Description Step Image 

1 Sign into OneSource. 

 
2 Go to OneSource Homepage and 

click My Team 

 



 
 

3 Under ‘My Team’, click the 
Manager Sickness Dashboard Tile 

 

 
4 

 
The report will automatically load 
after clicking on the tile within ‘My 
Team’. 
 
If the report doesn’t load after 
clicking on the tile please close the 
tab and re-open the report. 
 
 
 
 
 
 
 
If you want to filter the report down 
you can either click on the drop 
down options on the filters box or 
you can start typing in these boxes 
to find the relevant department. 
 

 
 

 



 
 
5             All reports will show in a heading at 
               the top. Click on the report you want  
               to load.     

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

Summary Level Trigger Report – Excluding Open Absences 
 

 
6 

 
This report will show all employee 
assignments who have reached a 
trigger based either on days lost or 
number of occurrences. 
 
Where an employee has more 
than one assignment and is absent 
in both positions, it will show the 
secondary assignment below, as 
shown in the yellow highlighted 
cell. 
 
 
 

 

7 Where the employee has met a 
trigger, the cell will be highlighted 
in red. 
 
Modified Trigger = FTE x 14 
 
Total Modified Days = Total 
calendar days lost x FTE 
 
# Of Absences = Number of 
absences within a rolling 12-month 
period 

 

 
 
 
 



 
 

All Employee Trigger Info 
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This report is a copy of the Summary Level 

Trigger Info report but with one key difference 

– all employees’ assignments and their trigger 

information will show, regardless of whether 

they have triggered or not. 

This is shown in the screenshot where a row 

has two green cells.  



 
 

Drill Down Report of Absences 
 
 
 
9 To drill down into the detail of an employee’s 

absence, click on their employee number within the  
Trigger Report and it will open a detailed view of their  
absences linked to that assignment. 
 
Please note that the Drill Down report will provide an  
accurate calculation of the employees trigger within the  
rolling 12-month period so please refer to this when  
reviewing an employees trigger score. 

   
 

 
 
 
 

 
10      Total modified days (rolling 12 months) trigger column will  
        highlight in red if this total is higher than the employee’s Trigger column. 

 
 
 



 
 

Open Absences Report 
 

11 This report will show all open absences related to sickness or industrial injury. The report will also indicate if it has reached  
the long-term sickness trigger 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also filter this report down further through the filter box  
which can be specific to Absence Reason.  
 
 

 

 
 
 



 
 

All Absence Types and Details Report 
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This report will show all closed absence types within a rolling 12-month period (Sickness, Maternity, Unpaid Leave, etc.) for 
employees within your selected hierarchy, both direct and indirect. 
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When running this report you can 
also filter the report by absent 
type.  
 
 

 

   
 

 



 
 

Calandar View Report 
 
 

      14    This shows all employees within a calendar view and where they have had a period of sickness or industrial injury, this will show in red.  
 
 
                   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
            You can also filter by Year / month as required. 

  
 
 

 



 
 

Top 5 Absence Reasons 
 

 
 
 

     15 This chart will give an overview of most 
frequent reasons for absence. 

 
                 Please note that historical absence reasons 

will not show. 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

 



 
 

Report Filters and Exporting 
 
 

16 There is the sort option available 
within the report.  
 
Please hover over the column you 
want to sort and the arrows will 
appear. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

17 Scroll down to the bottom of the 
page to see these two blue arrows. 
Click this to expand rows 0-500. 

 
To see more than 500, click the 
grey down arrow to go to the next 
page. 

 



 
 

18 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. 

 
19 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 
shown 

 
 

 

 

 


