
Adding a New 
Position to an Award 

& Rates Book



Find Position to Copy
To create a new position, you can copy an existing position. 
 
1. Go to the full menu (hamburger icon), and click Awards & Agreements.
2. Select the relevant Award title, and click Position & Pay Rules.
 



Copy Position
1. Find the relevant position to copy, and click the arrow to the left of the title to open.
2. Click the Copy icon to copy the position with all the pay rules.
 



Name & Choose Classification
Scroll to the bottom of the page to complete details:
 
1. Enter the name of the New Position.
2. Select relevant Classification from the drop down.
3. Click Save.
 
Your new position will now be added to the bottom of the list.
 



Add to Position Group
If you use position groups, you'll need to add the new position to an existing group:
 
1. Go to the full menu, and click  Awards & Agreements
2. Click Position Groups.
3. Click the Edit icon next to the relevant group you wish to add the position to.  You can use the search bar
to find if you have many.
 
 
 
 



Add Position to Position Group
1. Click in the Positions box.
2. Select the new position you created to add to the group.
2. Click Save.
 
 
 
 



Add Position to Operation Rates Book
Now you will need to make sure the position is added to all relevant Operation Rates books:
1. Go to Operations, Approved Operations.
2. Find the relevant operation and click on the name to go to the profile.
3. Click Card, Ratesbook. 
4. Click the relevant State, and click Edit.
 
 
 
 



Add Position to Rates Book
1. Turn on Auto Calculation.
2. Select new position you've added from the Subclass drop down.
3. The position will add below with the rates automatically calculated. 
4. Select the relevant WIC code from the Work Cover drop down. 
5. Click Save. The position is now added to the ratesbook. Repeat for any other operation rates book the
position needs to be added to. 
 
 
 
 


