
REQUEST NEW JOBS/POSITIONS 

 

 

 
Go to: tools.helpside.com 

 
 

 
Sign in using your Helpside Account Username 
and Password. 

Click on: Sign In. 

 
 

 
Click on Company and then on Jobs/Positions. 

 

Click Add New Position. 
 

 

https://tools.helpside.com/
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Complete the form that appears with the required information. 

 

 
• Position Title (required) Type in the full job/position title. 

• Is Supervisory Position? (required) Select Yes or No. 
• Will this job/position spend time traveling, or time outside the office? (required) Select Yes or 

No. 
• Will employees in this position be working exclusively from home? (required) Select Yes or No. 
• Job/Position Description & Duties. (required) Enter a brief description of job/position duties. 
• Equal Employment Opportunity (EEO) Job Category. (required) Choose best option from drop- 

down list 

 
 

• Is Overtime/FLSA Exempt? (required) Generally, salary employees would be exempt (Yes) and 
hourly employees would be non-exempt (No). 
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• Worksite Location States (required) Please add each state where an employee will be working 

with this position assigned. Select the state from the Select Worksite Location States drop- 
down, list then click add state. Repeat for each state where work will be performed with this 
job/position. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Workers' Compensation Code (not required) The workers' compensation code is not required; 
however, we encourage you to select the code from your rate page or policy that best fits this 
position. Helpside will review all new positions and may make needed adjustments. Search by 
the 4-digit workers' compensation code or by workers' compensation description. Repeat for 
each state where work will be performed with this job/position. 

 

 

 

 

 

 

 

 

Click on Submit 

Upon completion of Helpside’s review, the position will import to the payroll software and be available to 
select from when onboarding new hires. 


