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What is this and why does it matter?
Your job statuses are the backbone of how your team operates inside Lever360. Every job in your system lives in a status at all times — and that status tells you, your project managers, and your billing team exactly where that job stands, who owns it, and what needs to happen next.
When statuses are defined well, your job board becomes a real-time pulse of your business. You can look at it for 60 seconds and know which jobs need attention, which are moving too slowly, and where money is sitting.
When statuses are vague or inconsistently used, the board loses meaning — and you end up managing your team through memory and gut feel instead of data.
This worksheet walks you through five questions for each status. There are no wrong answers — the goal is to define what these stages mean for your specific operation, so your team is working from the same playbook.
One important note before you begin: the statuses in this guide are a starting point, not a fixed list. Lever360 lets you add, remove, rename, and reorder statuses to match exactly how your company works. Use what fits, skip what doesn’t, and add anything your workflow needs that isn’t here.

The five questions we will answer for each status:
	1.
	What does this status mean to the team?
	When someone moves a job to this status, what is being communicated? Everyone should have the same mental picture.



	2.
	Who owns the job at this point?
	One person is responsible. Not the team, not whoever is around — one role.



	3.
	What are the clear steps while in this status?
	What should actually be happening? What tasks, notes, or actions are expected?



	4.
	What status does it move to next — and what triggers that move?
	What has to happen before this job can advance? Clarity here eliminates stuck jobs.



	5.
	What are the expectations while in this status?
	Cycle time, documentation standards, follow-up cadence — what does good look like?




Step 1 — Build Your Status List
Before answering the five questions for each status, take a moment to decide what your list actually looks like. The statuses on the following pages are a common starting point for restoration companies — but your workflow may be different.
You can keep the defaults as-is, cut the ones that don’t fit, rename them to match your language, add statuses unique to your process, and drag them into the order that reflects how a job actually moves through your company.

Review the default statuses below. Check the ones you want to keep, cross out the ones you don’t, and write in any you want to add.
	☐
	New
	Rename to (if different):



	☐
	Scheduled
	Rename to (if different):



	☐
	Estimating
	Rename to (if different):



	☐
	Pending
	Rename to (if different):



	☐
	In Progress
	Rename to (if different):



	☐
	Completed
	Rename to (if different):



	☐
	Invoiced
	Rename to (if different):



	☐
	Paid
	Rename to (if different):



	☐
	No Job
	Rename to (if different):




Statuses to add (not on the list above):





	Tip:  Your status list should reflect your actual workflow — not an ideal version of it. If you do not have a dedicated estimator and your PM handles everything from inspection to invoice, your statuses should reflect that. Build the system around how you work today, then evolve it as you grow.



Step 2 — Set Your Cycle Times
For each status, you will set a cycle time — the number of days a job is expected to stay in that status before it should move on. This is not just a documentation exercise. In Lever360, the cycle time you set directly controls the color coding of the “Days in Status” column on your Focus Board and Project Board.

	Color
	Board Display
	What It Means

	Green
	Days in Status
	Job is within your expected cycle time. On track.

	Yellow
	Days in Status
	Job is approaching or at the cycle time limit. Needs attention soon.

	Red
	Days in Status
	Job has exceeded your cycle time. Requires immediate review.



As you work through each status on the following pages, you will answer the cycle time question for that status. The number you write down is the number that gets configured in Lever360 — so think about it as a real setting, not just a note.
	Tip:  If you are unsure what a realistic cycle time is for a status, start with what feels right for a well-run job and adjust after 30 days of use. You can update these settings at any time.




	01
	New



This is the moment a job enters your system. A call came in, a lead was referred, or a request was submitted. The job exists — now someone needs to do something about it.
What does 'New' mean to your team?
Define it plainly. When your PM sees a job in New status, what do they know about it? What stage of the process does it represent?
	Example:  "A new job request has been received and entered into the system. No action has been taken yet."



	Tip:  If your team enters jobs multiple ways (phone, referral, online form), note that here. It helps later when reviewing where leads come from.



	Your answer:






Who owns a New job?
Who is responsible for making sure this job gets scheduled? Name the role — not the person.
	Example:  "Project Manager."



	Your answer:





What information should be captured before it leaves New status?
This is your intake checklist. If a job is missing key info, it will create problems downstream. Define the minimum required fields.
	Example:  "Customer name and contact info, property address, loss type, insurance carrier and claim number (if applicable), referral source."



	Tip:  Think about what you would need to know to send someone on the inspection. If that info isn't in the job file, the job shouldn't move.



	Your answer:







What triggers the move out of New?
What has to happen for this job to advance to the next status?
	Example:  "Inspection is scheduled with the customer."



	Your answer:





Cycle time: How many days before a New job turns yellow on the board?
This number gets configured directly in Lever360. Once a job exceeds this many days in New status, the Days in Status column on your Focus Board and Project Board will change color — green to yellow to red — giving you and your team an instant visual flag without having to dig into the job.
	Example:  "1 day. A New job that hasn’t been scheduled within 24 hours should be flagged immediately."



	Your answer:







	02
	Scheduled



An inspection date and time has been set. Your team is committed to showing up — now the question is what should happen before, during, and after that visit.
What does 'Scheduled' mean to your team?
Be specific about what scheduled actually means. Does it mean only that a date is on the calendar, or does it also imply something has been confirmed with the customer?
	Example:  "A specific date and time has been confirmed with the customer for us to visit the site and assess the job."



	Your answer:






Who owns a Scheduled job?
	Example:  "Project Manager."



	Your answer:





What should happen while the job is in Scheduled?
The job is waiting for inspection day. What is the PM expected to do in the meantime? Confirm the appointment? Prepare anything? What if the customer reschedules?
	Example:  "Confirm the appointment 24 hours in advance. If the customer reschedules, keep the job in Scheduled and reset the date. If a new date cannot be confirmed within 5 business days, flag for review."



	Tip:  Cancellations and reschedules are common. Having a defined process here prevents jobs from falling through the cracks.



	Your answer:







What should exist on the job file after the inspection is complete?
Before the status advances, what needs to be in the system? This is your minimum documentation standard for a completed inspection.
	Example:  "Notes describing what was found on site, photos from the inspection, and a rough sense of scope."



	Your answer:






What triggers the move out of Scheduled?
	Example:  "Inspection is complete, documentation is logged, and the PM begins building the estimate."



	Your answer:





Cycle time: How many days before a Scheduled job turns yellow on the board?
Since the inspection date can be anywhere from tomorrow to two weeks out, the clock here measures how long the job has been sitting in Scheduled status overall — not time until the inspection. Set a number that prompts a check-in if the job seems stalled or forgotten.
	Example:  "7 days. If a job has been sitting in Scheduled for over a week, it should be reviewed."



	Your answer:







	03
	Estimating



The inspection is done. Now your team is building the estimate. This stage often moves fast — but it is where a lot of jobs stall if there is no clear owner or deadline.
What does 'Estimating' mean to your team?
	Example:  "The PM has completed the site inspection and is actively building an estimate to present to the customer."



	Your answer:






Who owns an Estimating job?
In some companies the PM estimates. In others there is a dedicated estimator. Be clear.
	Example:  "Project Manager."



	Your answer:





What steps should happen while in Estimating?
Walk through the process. Is there a review step before the estimate is sent? Does it need to be approved by someone?
	Example:  "PM builds the estimate, reviews it internally, and sends it to the customer. A rough revenue reserve is also created on the job billing to give visibility into expected job size."



	Tip:  A revenue reserve is a rough dollar amount added to the job billing before the formal estimate is done. It gives you a sense of what you're working with at a glance — even before anything is official.



	Your answer:







What triggers the move out of Estimating?
	Example:  "Estimate is completed and communicated to the customer."



	Your answer:





Cycle time: How many days before an Estimating job turns yellow on the board?
This number goes directly into Lever360 and drives the color coding on your Focus Board and Project Board. When a job in Estimating exceeds this threshold, it flags visually — no manual checking required.
	Example:  "2 days. An estimate sitting for more than 2 days without going out is a problem."



	Your answer:







	04
	Pending



The estimate has been sent. Now you are waiting on the customer to decide. This is your primary sales stage — how you manage it directly affects your close rate.
What does 'Pending' mean to your team?
	Example:  "The estimate has been delivered to the customer and we are waiting on their approval to proceed."



	Your answer:






Who owns a Pending job?
	Example:  "Project Manager."



	Your answer:





How often should the customer be contacted while in Pending?
This is your follow-up cadence. Too aggressive and you annoy them. Too passive and they forget about you or go with someone else. Pick a rhythm that fits your style.
	Example:  "A follow-up task must be created and the customer touched every 2 days until a decision is made."



	Tip:  The further a job gets into Pending without movement, the lower your chance of closing it. Having a defined cadence keeps your PM accountable and your pipeline honest.



	Your answer:






At what point is a Pending job considered 'rotting' — and what do you do with it?
Rotting means the job has been sitting too long with no progress. Define your threshold and the action that follows.
	Example:  "After 2 weeks with no response or movement, the job is considered rotting. At that point, make one final attempt and then move to No Job if there is no response."



	Your answer:






Cycle time: How many days before a Pending job turns yellow on the board?
This is the number configured in Lever360 that drives the visual flag on your Focus Board and Project Board. It should be set tighter than your rot threshold — the board color is your early warning, not your last resort.
	Example:  "4 days. If a Pending job hasn’t moved in 4 days it shows yellow — prompting a follow-up before it reaches the 2-week rot threshold."



	Your answer:





What triggers the move out of Pending — and where does it go?
Pending has two exits. Make sure your team knows both.
	Example:  "Customer says yes → move to In Progress. Customer says no or goes silent past the rot threshold → move to No Job with a lost reason logged."



	Your answer:








	05
	In Progress



The customer has approved the work. This is your production stage — the job is active in the field. This is also typically the longest status a job spends in your system, which makes documentation expectations especially important.
What does 'In Progress' mean to your team?
	Example:  "Work has been approved and is actively underway at the job site."



	Your answer:






Who owns an In Progress job?
	Example:  "Project Manager."



	Your answer:





What are the daily or per-visit expectations while a job is In Progress?
This is the most commonly under-documented stage. Define what your PM is expected to log after every site visit — notes, readings, photos, equipment updates.
	Example:  "A note must be logged after every site visit. Moisture readings and equipment status must be updated at each monitoring visit. A future task or next scheduled visit must always exist on the job."



	Tip:  If nothing is scheduled and there are no recent notes, the job is not really in progress — it is just stuck in a status. Active jobs should always show signs of activity.



	Your answer:








What triggers the move out of In Progress?
	Example:  "All field work is complete and the job is ready to hand off to billing."



	Your answer:





Cycle time: How many days In Progress before the board flags it?
This is your live signal. Set a number that reflects a typical well-run job for your company — not your fastest job, not your slowest. When a job exceeds it, the Days in Status column on your Focus Board and Project Board will shift from green to yellow, then red. It does not mean something is wrong — it means look at it.
	Example:  "4 days. Most jobs should be moving through or completing within that window."



	Your answer:







	06
	Completed



The field work is done. This status represents a handoff — production is over and billing needs to take over. The speed of this handoff has a direct impact on how fast you get paid.
What does 'Completed' mean to your team?
	Example:  "All work at the job site has been finished and the job is ready to be fully invoiced."



	Your answer:






Who owns a Completed job?
Ownership shifts here. Be explicit about when the PM's responsibility ends and billing's begins.
	Example:  "Billing team takes ownership once the job is moved to Completed."



	Your answer:





What does the PM need to have in the job file before moving it to Completed?
This is your handoff checklist. Billing cannot create a clean final invoice if the job file is missing information.
	Example:  "All site photos uploaded, full scope of work documented, any change orders noted, equipment confirmed retrieved from site, final readings or dry log entries complete."



	Tip:  Think of this as the PM's sign-off. If billing has to come back and ask for anything, the handoff was incomplete.



	Your answer:








What triggers the move out of Completed?
	Example:  "Final invoice has been created and communicated to the customer."



	Your answer:





Cycle time: How many days before a Completed job turns yellow on the board?
This is configured in Lever360 and flags visually on the board. Completed is a handoff status — it should move fast. Every day it sits here without an invoice is a day your billing team is behind.
	Example:  "1 day. If a job is still in Completed the next morning without an invoice sent, it turns yellow."



	Your answer:







	07
	Invoiced



The invoice has been sent. Now you are in collections mode. The quality of your follow-up here determines how quickly and consistently you get paid.
What does 'Invoiced' mean to your team?
	Example:  "The final invoice has been created and sent to the customer. We are awaiting payment."



	Your answer:






Who owns an Invoiced job?
	Example:  "Billing team."



	Your answer:





What is your follow-up process once an invoice is sent?
Define your collections cadence. What happens on the due date? What happens if it goes unpaid?
	Example:  "Set a task for the due date. On that date, confirm payment status. If unpaid 7 days past due, follow up directly. If unpaid 30 days, send a formal notice. Escalate to owner at 60 days."



	Tip:  The more clearly you define this now, the less likely you are to have invoices sitting for months with no follow-up.



	Your answer:








What are your payment terms?
Net 30? Due on receipt? Knowing your terms helps you set accurate due dates and know exactly when a payment is late.
	Example:  "Net 30 from invoice date."



	Your answer:





What triggers the move out of Invoiced?
	Example:  "Full payment is received and posted to the job in Lever360."



	Your answer:







	08
	Paid



Payment received. Job closed. This is the finish line — but there are still a couple of things worth defining to close the loop cleanly.
What does 'Paid' mean to your team?
	Example:  "Full payment has been received and applied to the job. The balance is zero and the job is officially closed."



	Your answer:






Is there anything you do for every Paid job before closing it?
A simple close-out routine protects your records and builds goodwill. Many companies send a review request or thank-you at this stage.
	Example:  "Post payment in Lever360, confirm balance is zero, send a review link or thank-you message to the customer."



	Tip:  This is also a good moment to confirm the referral source is accurately recorded on the job. Over time that data tells you exactly where your best work comes from.



	Your answer:









	09
	No Job



The job did not move forward. The customer said no, went silent, or chose someone else. This is a normal part of business — but how you handle it determines what you learn from it.
What does 'No Job' mean to your team?
	Example:  "The customer declined to proceed, could not be reached after the rot threshold, or the scope was not approved."



	Your answer:






What is required before a job can be moved to No Job?
This is non-negotiable. A lost reason must always be logged.
	Example:  "A lost reason must be selected. No job should ever be closed without one."



	Tip:  Your No Job data is one of the most valuable reports in your system. Over time it tells you if you are losing on price, on timing, on follow-up, or to specific competitors. You cannot fix what you do not measure.



	Your answer:






What are your most common lost reasons? List them here.
Build these out in Lever360 so your team is selecting from a consistent list rather than typing free text.
	Example:  "Price, Timing, No response, Chose another contractor, Insurance not approved, Customer decided not to proceed."



	Your answer:







How do you want to handle re-engagement on No Job records?
Some of these are dead ends. Others are just not-yet customers. Decide when and how you want to revisit them.
	Example:  "Review No Job records quarterly. Set a 90-day future task on any job lost due to Timing before closing it."



	Your answer:








What happens next
Once you have worked through this guide, your Lever360 onboarding specialist will review your answers with you and configure your job statuses accordingly. Your completed definitions will also be turned into a formal Job Status SOP document that lives in your Lever360 Document Library — so your whole team has access to it from day one.
If anything is unclear or you are unsure about a question, leave it blank and bring it to your setup session. These decisions can be made together.
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