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This tutorial will describe the difference between an account and a contact in JobCheck and explain the 

types of accounts and contacts that can be created on the details page of a new job. 

 

1. Login to the JobCheck Web Desktop as any user. 

2. Click on “New Job” from the dashboard. The job detail page will open where you can enter the 

first notice of loss; this will include associating or creating a variety of accounts and contacts. 

What is the difference between an Account and a Contact? 

What is an Account? 

An account in JobCheck is most typically a business entity or enterprise that you conduct business with 

such as an insurance company, adjusting firm, agent firm or sub trade; however, an account can also 

be a customer account (i.e. the policyholder or insured). 

What is a Contact? 

A contact is an individual who works for or represents a business entity (account) such as an adjuster, 

agent, sub trade laborer or the main contact for the customer account (policyholder/insured). At 

times, creating a main contact for the customer account may seem redundant because the same 

information may have already been entered for the customer account. In the scenario where the 

policyholder and the main contact are the same person, the main contact can be created with only a 

name, email address and mobile number (if applicable). 

How to Enter Accounts and Contacts in the Job Detail Section 

There are four lookups where a new account/contact can be created in the Job Detail section. Use the 

magnifying glass to search existing accounts or create new if it is a new account. 

Account lookups  include a smart search which will only show appropriate or related results for the 

intended use of that account field.   

 For example, the insurance company lookup will only return results for accounts that have the ‘insurance company’ type 

and will not show ‘adjusters’, and the adjuster lookup will only show results for contacts that are associated to the chosen 

insurance company or firm. 

  

Be sure to always search using the lookup function  when associating an account/contact.  If the 

account/contact  is pre-existing, creating a new account in the lookup will result in a duplicate account. 
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Job Detail  Customer Information:   

 Customer Account:  This is the ‘business entity’ whom you will be billing for the work.  This will 

usually be the policyholder/insured, but can sometimes be a property management company.  

This will also be the billing account that will be created in QuickBooks when a job is sent to 

QuickBooks using the accounting transfer. 

 Main Contact:  This is the policyholder representative or person whom you will contact 

regarding this claim/job. 

Job Detail  Lead Information:  

 Source:  Define if the work came from a program or a referral. 

 Program Account:  This is the ‘business entity’ program that distributed the work to you. 

 Referral Account: This is the ‘business entity’ account that referred the work to you.  

 Referral Contact:  This is the person at the business account who sent the referral.  

 

 
Figure 1  Example of a completed job detail panel. 
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Policy Information 

There are another six account/contact lookups in the Policy Information section, where a new 

account/contact can be searched or created. 

 Insurance Company:  This account lookup will only search account types for Insurance Company. 

 Adjuster:  Only adjuster contacts that work for the selected insurance company will be visible in 

the search results. 

 Independent Adjuster Firm:  This account lookup will only search account types for Independent 

Adjuster Firms. 

 <Independent> Adjuster: Only adjuster contacts that work for the selected independent 

adjuster firm will be visible in the search results. 

 Independent Agent Firm:  This account lookup will only search account types for Independent 

Agent Firms. 

 <Independent> Agent:  Only agent contacts that work for the selected independent agent firm 

will be visible in the search results. 

 
Figure 2  Example of a completed policy information panel. 

 

If you still have questions or concerns about creating accounts or contacts, please contact us in 

support at 1-877-277-9933. 

 

 

 


