
Adding Job Positions in CMS Record 

1. Open the CMS application 

 
2. Search for the customer and click on the customer name to open the profile 

 

3. Open the Job Option tab 

 

4. Open the Job position subtab 

 



5. Click the gray “+” sign 

 

6. Select a Job Position title from the dropdown and click Next 

 

7. Select the State and WC Code from the dropdowns and click add, then, click Save 

 

8. You can now go into the TJM to create a temp job for the position 


