
How to Add a Job into Your
Levelset Account

Adding a Job into Levelset is the first step. After that, we can track the required documents for you, but we
need the key information first! Read on to learn how to add a job with just a couple clicks. 

Step One: Create a new job. You can start adding a new job in Levelset from a couple different places. You
can hove over the Create button in the top left hand corner of the account, and then click Job or you can
go to your Jobs page and click the + New Job button in the top right hand corner

Payment help is here. 

Need help? Call Levelset's five-star Support team at  855-927-2737 or email mail@levelset.com.
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Customer Education 

Step Two: Enter job info.* Next you'll see the New Job screen where you will enter the job information.
Some fields are required, some are optional. When you're all done filling out the basic job information on
the first screen, you'll click the Next button at the bottom of the screen.
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Job Nickname is
whatever you'd like to
call this job in the system.
If you do not include a
nickname, the job will be
saved under the job
address. Keep in mind
this nickname will show
up on your preliminary
notice. 

Job Number is optional, but

necessary if you plan on linking

any invoices to this project. 

Job Address is where the
work is being done. 

Select your role and your
customer's role from the
dropdown menus



Need help? Call Levelset's five-star Support team at  855-927-2737 or email mail@levelset.com.
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This is where you enter your
customer's name, role, and
address. 

What's next? Send your preliminary notice!
Click here to learn how. 
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Step Three: Enter Project Type & Customer Info. On the next screen you'll select the project type and
enter your customer's information. Once you are done filling in the fields, you'll click the blue Create Job
button to save the job into your Levelset account. It now lives on you Jobs tab over on the lefthand side of
your Levelset account.  
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You can select the job type
from this list. For example, is
this job commercial, residential,
or public?

https://hub.levelset.com/hubfs/training-instructions/step-by-step-instructions/Using_Job_Summary_Page_to_Send_Documents.pdf
https://hub.levelset.com/hubfs/training-instructions/step-by-step-instructions/Using_Job_Summary_Page_to_Send_Documents.pdf

