
Adding a new Pay Award 

Navigate to Tools - Staff - Pay Related 

 

Click on Search 

 

Highlight the required Service Term and Double-Click 



 

Click on NEW (as highlighted above) 

 

From Point Automatically filled from highlighted Scale 

To Point Automatically filled from highlighted Scale 

Award Date 01/09/2015 

Scale Award 

 

Your screen may reference different points, depending on the service term you are amending 

Enter the amounts against the points as given in the LGA Guidance linked to the FAQ 

SAVE THE SERVICE TERM 

 


