Using CLIP Pro for Chemical Applicators

CLIPis avery powerful information management program that handles schedul-
ing, routing, billing and job costing with ease. CLIPwas initially programmed
for the Lawn Maintenance Industry but has been continually enhanced since
1988 to cover more and more industries and applications that have a need for
acomprehensive scheduling and billing program.

The general flow of information for a Chemical Applicator using CLIPis to enter
the customer base into the program and then add the jobs for each customer.
After the jobs are added, route sheet invoices can be printed either with or
without dates allowing you to pass them on to the technicians for completion.
The Invoices will be printed in Geographical Routing order with two (or more)
copies for each job. The technician will fill in the pertinent information and
leave one copy with the customer and bring one back to the office. The office
will record the job as completed and wait for payment. When payment is
received, the payment is applied against the account and CLIP will keep track
of any overdue amounts. Statements can be printed at the end of the month
only for the customers that have not paid off of their invoices.
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Step 1 - Setting up the Pattern Customer
CLIP makes extensive use of “Patterns” to set up your customers and their
jobs. By using patterns you will maintain consistency, save yourself typing time
and avoid common mistakes.

A pattern customer is a customer record that can be used to fill in some of the
fields that need to be filled in when a customer is added to the system. The
first pattern customer should also have all the jobs or services that are pro-
vided to your clients. By using the pattern customer and jobs, you will save
yourself typing and maintain a higher level of consistency in your data base.
This will make the retrieval of information much easier in the long run.

The first customer is already set up as a Pattern customer and it is named
Pattern. To access this record, open CLIP, pull down the Files Menu and press
the File Maintenance option. You should see the following screen:

EcuP Pro - [_ O[]

Files Edit DaiyFoeutines Beports, Swstem Biling Emjects Specialnvoiees [MihenModules, Help
5] CLIP File Maintenance - Multi-User Unlimited

Quick Find I Custamer Murnber 1 [ Hotes [ Letters [~ Contacts |Account Humber

Property Name [PATTERN
Address |

City [Your City

getony State\Zip M| | 4810 TaxIdMI Cty Code|

Find Cust

Billing Mame
Greeting [DEAR
G0

Billing Status Address
Inuoices Cty/StéZip [Your City, US 14310

Add Hew ok [313) Faxl( )
Home [(313) Pager i )

More Options Credit Lirmnit 150000 RYT CodeR Type More #s: -'ﬁ

Custom Alpha “‘J"lI Contract Customer? [H En]
Custom Mum 0.00 Finance Charge? ¥

Word P. Code Billing Type: Balance Forward

™ customer [ Vendor [ Estimate
ExitiHOlSaue g Status [PATTERN H Reasan: |

Select action to perform. Press Pollp to retum to Quick Search. Ing | Hum

Projects

Installments

Notice that only some of the fields are filled in. The fields that are filled in will
be our “defaults” for all new customers. You can set up various patterns, one
for residential, one for commercial, one for each town you work in...etc. You

should edit this customer or create a new one that will have your information
in it. Let’s create a new pattern.
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Creating a new pattern customer.
Press the Add New button to begin the process.

[EcLP Pro - [_ o] =]

FEiles  Edit DainHoutines: Hepots Sustem Biling Eoectel Specialnuoees. Eiferodules: Help
CLIP File Maintenance - Multi-User Unlimited

Quick Find Customer Mumber 1 [T Hotes [ Letters [~ Contacts |Account Humber

Property Mame FPATTERN
Jobs Address
City [Your City

History StateiZip Ml | 4310 Tax ldM | Cty Code|

Find Customer

[ o |

Projects I ']Enler Mew Customer # |‘
Installments

Billing Status Please enter desired Customer % [JE

| oK | gance||

TTOTTTe o T TogTT T

Credit Limit 150000 R/C CodeR Type More #s: ﬁ
it

Invoices

[_guickFind_|

Custam Alpha Contract Customer? M i:n]

Custam Mum 0.00 Finance Charge? ¥
YWyord P. Code

Exit, Ho Save Status |[PATTERN H Reagson: |
Enter new customer . Iz | Hum

Billing Type: Balance Forward
|_ Customer |- Vendor |_ Estimate

You will be asked for the desired customer number. Just press the OK button
to proceed.
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Next, CLIP asks if you want to copy from pattern. Press the Copy from Pattern
button to get all the information from customer # 1 into your new customer.

CLIF Pin =
Fles bl Hel

LLIF de biaesisposs - Waf-llam Dslesisl

[ guiermas 1 Crstemer barmbee 1 T e | mara [ Corsan dccoie e
E Thes 15 Thes ness Cosiomar & 2

[t
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e ————
e
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[T

—
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Sesct & cutiare koas @ peieen o rem Lic b s back sened = | K

LLIF T e imbi s B | liei i oa

Crvawaes! Hardsr [
Fropaty Plams
L= 1]

CipStawly

Ton O Codw M

M!HHIM!!@ I runga e P Caia

By Haren
Bl TFak
(=2

ol [rene G

Now change the name to “APPLICATION - RESIDENTIAL”
This will be our pattern for aresidential Chemical application.

Put your City/State/Zip code information that will be most common for the
majority of your clients.
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Press the AutoFill button to get CLIPto fill in your Billing name and address
with the Property name and address.

Enfor Raw Curiose Info

3

C il orreid Musiber 2
Progsity Mams - LESTEIR - HESLEH 1A
Arkimes
CySastw'lip Dadivrituy i O | S0BHD
Tan O Cage WO

st 1tk ks vl {L I™ Chasge in Prasss Cass

Eilirg Mame
Gmsing [EAF
=)
Adiung
CEpSRa o Cinp, IS g 480

(o ] [ ]

I 1 JL el e L

' I TETUT —I TR

Faby =l rid sTowEen brs | B

Change the Greeting back to just “Dear”.

EZ cLIP Pro - [_[O]=]

Filez  Edit DafinBeutnes Beparts Sustern Billing Eroests Special mveices Othernbdiles Help
CLIP File Maintenance - Multi-User Unlimited

(I ] Enter New Customer Info. []pber

Customer Mumber 2
Property Name APPLICATION - RESIDEMTIAL
Address
City/State/Zip  [Gaithersburg MD | Posa2
Tax ID Code MO

Auto-Fill the information: @ ™ Change to Proper Case

Billing Marme [APPLICATION - RESIDENTIAL
Greeting |DEAR APPLICATION - RESIDEMTIAL
cio |
Address
City/State |Gaithershurg, WD Fip 20652

Il L

=
EL

=
5

| Save I | Cancel I

Il

m
=
b

| '- T I'l_"HIII:r\“ [z
Enter name to use for billing purpozes. Ing | Mum
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Now press the “Save” button to save your work.

EZCLIP Pro - H=] B

Files Edit [y Heutines, Eeports Svstern Billing Erojects. Speciallnveices. Whenkiodules Help
CLIP File Maintenance - Multi-User Unlimited

/"] Enter New Customer Info. ber

Customer Mumber 2
Property Mame |APPLICATION - RESIDENTIAL
Address |
City/State/Zip [Saithersburg D [208E2
Tax ID Code  MD

JleLIL I

(=
=l
a

el

Auto-Fill the information: @ [T Change to Proper Case

Billing Mame APPLICATION - RESIDEMTIAL
Greeting  Deaf
cio |
Address
City/State Gaithersburg, MD Zip 20882

[[==}

5

rd

el el

I Save I |Qancel I

Il

m
=
B

| ' a1t Ir'ﬂ.|||:ml Ir\l:a T

Enter infarmal areeting or name used for this persan. Ins | Mum

Cuglgner Mumbe 7 M hoten [ Lomors [ Costeds [Sccour sanbm
= | Brmpeiy Mame (00 LCATION - RESIDENT
Arkdeis §
oy 15 aathiais by

Etnietip B VEH Tow ld W1 CEp Cade

Biling Fams (=P PLICATION - RESDENT 8L
Gapging Dieas
[
A greay
. CiprBUEp o iinbeary, M
i R | Work 1 Fasl }
— Hiors 1=13) P |
T Cori Lim i 15000, R CodaF | Tapa e g |

II Custam Alghs = Contraci Custamar? H |
L umhon Marm 10 Fmaes Cwepal ¢

Wiid P Code
Pl Typar Balarep fonmprd
é I Cumamar [~ dendor [~ Dafiessia
G Satus = | Aisraiii

i, W S

e[|

Firs i w1 i H lag | Mkan

Enter the area code that you do most of your work in.

Enter the Credit Limit that will be most common to your customers. The credit
limit tells CLIP when to advise you that a customer will owe you more than his
credit limit if you were to perform the scheduled job for the customer. Some
customers like to use this to advise them immediately if the first application has

6 - CLIP Pro for Chemical Applicators



not been paid for. If the application price is $25.00, by placing a 25 in the credit
limit, CLIP will let you know before you do the second application that the first
has not been paid yet. There are other ways to get this knowledge as well,
but this is one way that people use.

The R/C code is used mainly to differentiate between Residential and Commer-
cial clients. If you only service either residential or commercial clients, you can
use it to differentiate between any two designations you wish. A pet sitting
company uses it to determine whether the customer has only cats (C) or dogs
as well (R = Ruff!). A maintenance company uses it to designate whether the
customer has a fence (Confined) or not (Range). You can see ratios of your R/
C codes on Company Status and other reports.

] et

T N (T [ |
Residential/Commercial Ratios

Printsd (121558
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The Type field is a place you can enter a code that tells you what type of
customer this is. This field is not used by CLIP directly and is just there to
allow you to print out marketing letters and material of get reports or transfer
to Excel and get charts out. Some examples of Customer Types could be

FULL Full Service
DEL DeluxePlan
BUD BudgetPlan

Start thinking about how you will divide your customers up into these catego-
ries that will be of use to you later on.

Custom Alpha, Custom Numbers and Word Processing Code. We have provided
you with three fields for you to use for your convenience. CLIP does not use
these fields for anything in particular, we want you do use them to enhance
your coding and division of your customer data base. You can leave them
blank for now and address them later if you like.

By pressing the More Phone Numbers button you will be able to fill in more
phone numbers. Remember that since we are just setting up the pattern
customer, all we want to do now is enter the area codes so that data entry will
be easier later on.

!' '![ZLIP Fro - Total Lawn Care. Inc. == B3
Files Edit DaiirBEoutines Heparts Systern) Eilling Ereests: SpecElyaices Bthenfdedules Help

CLIP File Maintenance - Multi-U =l
Quick Find I Customer Murnber 2 [ Hotes [ Letters [ Contacts |Account Humber
| Pronertu Narne [ABP] IRATIAN - RESINENT
!' '!Additiunal Customer Phone #'s =2
[ mistory | Additional Customer Phone Numbers - E |
= A
Find Customer Customer Phone #1: (301
- ﬂ
Customer Phone #2: [(301)
Installments
e Customer Phone #3: |(301) g
Customer Phone #4: 307 B
Add Hew
E-Mail Address: |
C_em ]!
o s IS
I | N
je? [v
T
|- Customer |- Yendor |- Estimate
ERtHOISIue 8 Status | ACTIVE : Reason: |

Chanhge info. above. m
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After you edit this, press the save button to save your changes.

Step 2 - Set up the Jobs for your Pattern Customer
Enter the jobs that will be the basis of your services. To enter the jobs for the

services that your company performs, press the jobs button, the job pick box
will be blank.

[E5]CLIP Pro - Total Lawn Care, Inc. = =)

Files Edit DailpHEoutines  Eeports Svsterm Eiling Eioects Speciallnveces, Wiherkodules Help

CLIP File Maintenance - Multi-User Unlimited =]
Quick Find ||| Custamer Mumber 2 [ Hotes [ Letters [ Contacts |Account Humber
Property Name [APPLICATION - RESIDENT @
s |
City [Gaithershurg
Dy State\Zip MD| 20554 Tax ld[MD | Gty Cade[GA
(EndCustomer || —————— T
[-5]Job Pick Box
Mumber  Job Description MNext Last Freq Crew Route Rel Cont HUII:I?|
4
[+
See Detail I| Add Job I| Delete Job I| Print Jobs I| Change #s I Return

[Toe T

Select action to perform or Esc to exit.
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Press the Add Job button to start entering pattern jobs for your company.

!' '!CLIP Pro - Total Lawn Care, Inc.
Eiles Edit LalrHeutnes; Heporte  Sistemn Biling) Eepcts SpecEllnyoces, Diienkodiles Help

CLIP File Maintenance - Multi-User Unli x|
[ ouick Find || Custamer Nurnber 2 [ Hotes [ Letters [V Contacts lm
Property Name [APPLICATION - RESIDENT @
Addree
City |Gaithershurg
= StateZip MD| 20854 Tax 1dMD | Cty Code|Ga
D | | Choose Jo opy from. - [All jobs will show.] - Presz Escape to add blank.
m Mark| Cust# |Job# Hame Jobname o
I 1 1:iPATTERMN - RESIDEMTIAL Moy & Trim Al |
] 1 2iPATTERM - RESIDEMTIAL Mo & Trim Partial
-] 1 3iPATTERM - RESIDEMTIAL Mo & Trim Al - Call In Snly
] 1 4:PATTERM - RESIDEMTIAL Moy Ol Ball
) 1 10;:PATTERM - RESIDEMTIAL Edlging
] 1 11:PATTERM - RESIDEMTIAL Field Mowing
] 1 13iPATTERM - RESIDEMTIAL Clean-up Leaves -
[ <] +
See Detail Delete Job I | Print Jobs I | Change #=s I |Se‘t I]_efaultsl | Return I

Select action to perform or Esc to exit, | Iz

At this point CLIP is asking us if we want to copy from a pattern job that
already exists in our data base. Since we want to set up our company as
different from what comes shipped with CLIP Pro, we will hit the escape key to
create our own set of services.

CLIP System =

@ Add a Blank Job?
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When CLIP asks you if you want to add a blank job, press the Yes.

[E5] CLIP Pro - Total Lawn Care. Inc. == =]
Files Edit DaipEouthes EHeporfs Sheterm Eilitg) Eroects Speciallnyeices Herkadules Help
o — o Detans I [ p—— ]
Job Mumber: 1 ™ Invoice Hotes ™ Internal Job Hotes
Job Description: [Mew Joh
—Custom Fields: Min. Johs per Year: 0 hlax | 9949
Joh Type: DonetoDate:| 0
g Custom Letters: | Charge per Jok: | 0.00 ]
Custom Mumbers: 0.00 Man Hour Rating: 0.00 o
. . Charge Over bax: 0.00 J
~Routing Information:
9 Charge per Hout: | 0.00 —
prew Mumber: | 1 {1-9998) JobAreas| 0
Routing Sequence: | 10 Tax Type (DM, L |5
Map Location: Average Time: | 0.00
Credit: #1014 |Sales Maintenance
Debit: 11380 |Accounts Receivable
Route Sheet +
Mates
+
I Edit l | Print I I_ﬂis"tory I Save I Hotes I I_Qhemicals I ‘_Bﬁturn I
Select action to perform or Esc to exit. | IW l— l__

We are now presented with a blank job ready for us to start modifying to make
it the way we want it.

Press the Edit key to allow you to change the information in the fields.

The Job description should be something descriptive to you, your employees
and your customers. Entering “Round 1 Early Spring Application” is an example
for the description for our first job.

The Job Type should have a specific, unique identifier for this job. All Round
Ones will have this in the Job type. By doing this we will be able to work with
these jobs as a group, changing the dates or other fields that we need to
change in mass.

For now, leave custom letters and custom numbers blank. Eventually you will
find a use for it, but it is just an extra field allowing you to store information
that we have not provided you with a place. Most people leave these fields
blank until they find a particular need.

We can leave our crew number, Routing Sequence and Map Location alone for
now because we are just setting up a pattern or template
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Your Job Details Screen should look like this:

sshietsix ||| b Schedang |
Jab Humber. | [ i Bptes [ Wnenssl fok Notes
o B D St P P e 1 iy 5 1 g el el
Cusinm Finlds; Wi, o ked par v o 1 kx| 1
Job Tk R Dionedo Dinke:
! Caiedom et Charge par .ok .00
LT T T ] T i M Hioiir R aling T
Chianye Owed Mae [T
Fopwting Iafsamation:
A Charge par Hour 0.0 =
Crerw Bymher 1 (-8 Tl i
Fouiineg Sampience 1n Teo Ty (DLW, LY D
W o LaE ediar rwzrapa T o
Comdb; dsing | Bies Marsenuman
Dihil: #1391 Accoerdn Encoivatic
Fea i Bifwat 1
ks
[
[_fie || #ven || ey || o0 || deies | eemias | | Geters |
Pz Entmn o D bCRck: 1o S Dl i | M ]

Now press the “Job Scheduling” tab to set up the schedule

CLIP Pro - Sengible Software. Inc.
Files Edt DalpBeutines Heporfs Systern Biling) Bioests SpeciEllnyoces Diferfediless Help

|T Job Details ] [ Job Scheduling I
Job #1 Job Description: Round 1 Early Spring Application
Customer # 2 Property Hame: APPLICATIOH - RESIDENT
Hext: [06:2599 | job on Hold?IT @ At least days Between Jobs
Last:| /i > Once aWeek
Bi-Weekhy
Lol oo 5
Countdown: (999=Hone) |Check Schedule P ——. &
Hot related: | 0 (0=Hone}) 2 Next Year =
> One Time Onhy
uting Information—— [ Day of the Week rWeek of the Month— [ Month of the year [ |
Crem
Crew Humber: [ sun 0 [v/First [v Jan [/ Jul
| 1 (19999} | [ Mon [}] ¥ Second [+ Feb [+ Aug
Routing Sequence: [ Tue 0 |7 Third |7 Mar |7 Sep
10 l'Z Tw:d 0, [V Fourth [ apr v oct
- v Thu 0
Map Location: ¥ Fri al ¥ Last v May [+ How
v sat r |+ Jun v Dec
[ unmark A pays || |[unmark auweeks || | [ unmark anmontns |
I Edit I | Save I | Cancel Changes I | Return I
L —
Search By Mame or Mumber. Up/Din Arrows - Prev/Mexst record, Tab to exit Search. | Ins | Mum [
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Let change the “Next Scheduled Visit” to early March.

'-"'3':".] CLIP Pro - Sensible 5oftware, Inc.

Files Edit DaiirHeutines Heports Spetery Biling Erogsts SpeciElhyoices Wiherkcdulzs. Help

Job Details Job Scheduling I

Job # 1

Job Description: Round 1 Early Spring Application

Customer # 2 Property Hame: APPLICATION - RESIDEHT
Hext:[030102 | job on Hold2|n] @ At least days Between Jobs
Last:| /f » Once a Week
» Bi-Weekly
[Ff oo
Countdown: (999=Hone} (Check Schedule 3 Next Month
Hot related: | 0 (0=Hone}) r Next Year
» One Time Only
uting Information—— [Day of the Week ~Week of the Month—, Month of the year |
Crew
Crew Humber: " /Sun [i] [ First ™ Jan o
| 1 (1-9999) || | Mon [}] ¥ second ™ Feb ™ Aug
Routing Sequence: ¥ Tue 0 |7 Third F Mar l- Sep
10 l'Z Tw:d 0, ¥ Fourth | apr I~ oot
n v Thu 0
Map Location:  Fi ol [V Last I May ™ How
[ sat o I~ Jun I~ Dec
[ unmark Al Days || | [unmark anweeks || | [/unmark Al Months |
| Edit I | Save I | Cancel Changes I | Return I

[T [Wum |

Notice the changes that we have made and the reasons for each:

1. The Next is set for March 1, which will be when all my Round 1 jobs become
due.

2. The “Days between jobs” is set to 65 which will push it far enough forward
to let the monthly scheduling take over.

3. | have un-checked Sunday as a possible day to work because my company
does not work on Sundays.

4. | have left all the weeks of the month as available

5. have only checked March and April since by the end of April, this job will be
very late.

The way this scheduling will work is if the job is done on March 15th, CLIP will
count 65 days forward which will place in sometime in May, it then checks to
see if May is an available month and since it is not, it moves forward to the next
available month, ending on March of the next year. Notice that | could also
have checked off the “Next Year” option and accomplished the same thing.

You will find that there are usually a few different ways to accomplish the same
thing in CLIP. This is due to the fact that there are so many different types of
businesses using CLIP that we have to maintain a lot of flexibility in our pro-
gram.
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Once these changes are made, press the “Save” button to save your changes.

Press the “Return” button and you should see the Job Pick box that looks like
this:

'-"'3'3".]_ CLIP Pro - Sensible Software, Inc.
Files Edit [FalpFoutnes Heports Systern Billiha Brojects Speciallnvoces Wiberfadules. Help

CLIP File Maintenance - Multi-User Unlimited

Quick Find ICUStUmer Number 2 [ Hotes [ Letters | Contacts |Account Humber
[APPLICATION - RESIDENT g

Property Marme

Address
City |Gaithersburg

State\Zip MD | 20854 Tau Id D | Cty Code (G4,

.

Murnber  Job Description Mext Last Freq Crew Route Rel Cont HDII:I?| ‘
1 Round 1 Early Sprin 03/01/02 FA 65 1 10 0 N N 1]
[+

See Detail I| Add Job I| Delete Job I| Print Jobs I| Change #= I|Set gefaultsJ Return I

[Tns Thm [

Press Enter or DbIClick ta See Detail

Now we need to enter the other rounds.
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Press the “Add Job” button to add the next Round.

{CLIP Pro - Sensible Software. Inc.

Files  Edit D&y Foutines EHeparts Systern Biling) Emjgsts Specialnveiezes. [iber fodiles Help
CLIP File Maintenance - Multi-Uzer Unlimited

Quick Find || Customer Nurnher 2 [ Hotes [ Letters [V Conta ‘ Preparing Pattern jobs.
Property Marme APPLICATION - RESIDENT

Addrass | ‘A
City [Gaithersburg ‘
F N

State\Zip MD| 20854 Tax 1dMD | Cty Code|Ga

- [All jobs will show.] - Press Escape to add blank.

Mark| Cust# [Job# Hame Jobname
r 1 1PATTERM - RESIDEMTIAL Mo & Tritm Al
| 1 2:PATTERN - RESIDEMTIAL ey & Trim Partial
r 1 3:PATTERM - RESIDEMTIAL flasee & Trim &1 - Call In Only
1 4IPATTERM - RESIDEMTIAL Moy Crclcd Bl
1 10PATTERN - RESIDEMTIAL Edging
1 11 {PATTERM - RESIDEMTIAL Field Mowing
1 13iPATTERM - RESIDEMTIAL Clean-up Leaves v|
E [E2

Delete Job I | Print Jobs I | Change #= I |Se‘t Qefaulls” Return I

See Detail I

Select action o perform or Esc to exit, | Ing | Mum
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Press the down arrow to go down to Customer # 2 and the job we just
entered.

Press the space bar on your keyboard to mark it for copying, then press the
enter key to process it.

CLIP Pro - Sensible Software, Inc.

Syster Billing Brojects Help

Specillnyoees. Miber odules

Files Edit DalyFoutines: Eeparts

CLIP File Maintenance - Multi-User Unlimited
Ouick Find || Customer Number 2 [ Hotes [ Letters [ Contacts |Account Humber
Praperty Narne [APPLICATION - RESIDENT @
Address

City |Gaithersburg
State\Zip MD| 20554 Tax Id MD | Cty Code|GA

[ Mark| cust# [Job #] Hame Job

Tl 1} 102 EPATTERN - RESIDEMTIAL Late Spring
1! 103IPATTERN - RESIDENTIAL Eaitly Summer
1:  104iPATTERM - RESIDEMTIAL Late Summer
11 105iPATTERN - RESIDEMTIAL Early Fal
1: 106iPATTERM - RESIDEMTIAL Late Fall

. 2 1 IAPPLICATION - RESIDEMT Round 1 Early Spring Application
= 2]

Delete Job I | Print Jobs I | Change #s I |Set I]_efaultsJ Return I

(s Mam [

See Detail I

Select action to perfarm or Ezc to exit.

CLIP Pro - Senszible Software, Inc.
Files Edit [DalwEoutines EBeports Seetern Billing) Emjects SpesiElnvaees Whenhodiless Help

CLIP File Maintenance - Multi-User Unlimited

Praperty Mame APPLICATION - RESIDENT
Address
City |Gaithersburg

State\Zip [MD 20854 Tax [dMD | Cty Code[GA

Mumber  Job Description Mext Last Freq Crew Route Rel Cont HUII:I?|

1 Found 1 Early Sprin 03/01/02
2 Found 1 Early in 2

€l

See Detail I | Add Job I | Delete Job I | Print Jobs I | Change #s I |Set gefaultsJ Return I
Press Enter or DBIClck to See Detail | m Hum
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Now we need to change this job to a Round 2 job.

Press the “See Detail” button to get to the details for this job, then press the
“Edit” button to make the changes.

CLIP Pro - Sensible Software. Inc.
Files  Edit DaiwFoutines Heports: Svstern Eiling Ereects Speciallhyoices

Hihenfadules; Help

Job Details I |} Job Scheduling ]

Jab Mumber: 2 ™ Invoice Hotes ™ Internal Job Hotes
Job Description: |Ruund 1 Early Spring Application

_Custom Fields: Min. Jobs perYear [ 1 Max [ 1
Job Twpe: [RD1 Doneto Date: | O
Custom Letters: | Charge per Jok: | 35.00
Custom Mumbers: 0.00 Man Hour Rating: 0.00
. . Charge OverMax: [ 0.00
—Routing Information: Charge per Hour: | 0.00 |
Crews Mumber: | 1 (1-8989) JobArea| D
Routing Sequence: | 10 Tax Type (DMLY o
Map Location: Average Time: | 0.00

Credit: 41014 |Sales Maintenance

Dehit: 11380 | Accounts Receivable

Raute Sheet
Motes N
[+]
Edit I | Print I | History I ‘_ﬁaue I \_ﬂutes I l_gancel I | Return I ]
|m MNum |

Thiz iz the job descrption for this job.

Change the name to “Round 2 Late Spring Application” Change the Job Type to
RD2

'-""3':".]_ CLIF Pro - Sensible Software. Inc.
Files Edit [aiyFoutines Eeports Spetern Billing) Erojects: Specialhyoices. DiherMedules: Help

i Job Details I |/ Job Scheduling ]

Job Mumber: 2 ™ Invoice Hotes I™ Internal Job Hotes
Joh Description: Fuund 2 Late Spring Application

_Custom Fields: Min. Jobs pervear 1 Max 1
Job Type: |RD2 Daone to Date: | 0
Custom Letters: | Charge per Joh: | 35.00
Custom Numbers: 0.00 Man Hour Rating: 0.00
. . Charge Over hax: 0.00
~Routing Information:
9 Charge per Hour: | 0.00 =
prew Mumber. | 1 (1-3933) Jobaex| 0
Fouting Sequence: | 10 Tax Type (OM,L): |5
Map Lacation: Average Tirne: | 0.00
Credit: 41014 |Sales Maintenance
Debit: 11380 |Accounts Receivable
Route Sheet |+
Motes
[+]
Edit I | Print I | History I | Save I | Hotes I | Cancel I | Return I I

T

Thiz iz the job description for thiz job.

CLIP Pro for Chemical Applicators - 17

Press the Job Scheduling tab and change the Next to April 15th. Change the
months to April and May.



|CLIF Pro - Seeaible Sellmar, In:

I wesaonan |
T T Y Py S ——
st ¥ 3 P operty Wmei APPLICATION - RESIMEHT
Mo AT s @ st [ [ s Bkt S
Lasn| i 2 Cmem o Vel
2 BiNnekly
[ I - LT e 7 sl Bty
-hun-u:| 1 pE-Honsi i e Y
! 2 O i iy
| Poudisy kdermatos Bay e e Wtk e of e Masih Manth of the pea
i ki I =Zan B = riesi I Jan Tl
I §  (i-8aaE & Mos B [+ Sscons I Fub I beg
[ Tam L = Toded Fuer e
i un g: &, [ Fumnithy Fag o
(e i o = Last (=i =
[ T " [~ am I e
| wwkasnms | vsmek s weenn | | Stk b oina |
i | _goww | | comutChomgms | | s |

|h'.| Humr.

Now repeat the process for Rounds 3,4,5. When you are done, you should
have the following jobs in your pattern customer # 2.

'-"'3'3".]_ CLIP Pro - Sensible Software. Inc.

Files Edit DaiyBoutnes Bepors Svstern Billing Eioectsl Specid nyoizes OtherModiles Help
CLIP File Maintenance - Multi-User Unlimited

Quick Find I Customer Murmber 2 [ Hotes [ Letters [ Contacts |Account Humber

Property Name [APPLICATION - RESIDENT g
Address

City |Gaithershurg
= State\dip [MD | 20354 Tax 1dMD | Cty Code[GA

; 1

Mumber Job Description Mext Last Freg Crew Route Rel Cont Hold?|

r

arly Zprin 0

Late Spring 04/15/02

2z L 65 1 10 o N N
3 Early Swme 05/25/02 ;o 65 1 10 0 N N
4 Sumwer Appl 06/20/02 FE 65 1 10 0 N N
5 Late Swmmer 07/25/02 ;o 65 1 10 0O N N
[ Early Fall 09/15/02 ;o 65 1 10 0 N N

See Detail I | Add Job I | Delete Job I | Print Jobs I | Change #s I |Set gefaultsJ Return I

Press Enter or DbIClick to See Detail | Inz | Hum

Make sure that your “Job Type” fields are filled in correctly for each round with
an “RD1”, “RD2” and so on, we will use these to make sure that a property
does not receive two rounds too close together.
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Now we are set up to start entering real customers.

Step 3 - Enter the Customer Information

Now that your pattern customer and jobs are entered, we can start entering
real customers. You can add a customer in the same way as you just created
the new patter customer.

Get to the Customer File Maintenance screen and press the “Add New” button
to begin the process.

L CLIP Pro - Sensible Software. Inc.

Files Edit DaiwFoutines Eeports Spstern Biling Enects) Speciallnyeces Othenk{odulss, Help
'-""3'3".]_ CLIP File Maintenance - Multi-User Unlimited

Quick Find I Custamer Mumber 2 [ Hotes [ Letters [/ Contacts |Account Humber

Property Mame [APPLICATION - RESIDENT
Address
Ho City |Gaithershurg

il State'Zip MD| 20854 Tax [dMD | Cty Code GA

Find Customer

Billing Marme
Greeting Dear
C/o

Billing Status: Address

Inuoices Cty/Stifip [Gaithersburg, WD 20854

AddHew Wark |301) Fax|301) -

Horme [(301) Pager [301) -

More Options Credit Limit 4500 RIC CodeR Type FULL  ore #s: [
Customn Alpha | Contract Customer? [H En]

Projects

Installments

Custam Murm 0.00
Word P, Code |Y

Exit, Ho Save 8 Status Reason: |

Finance Charge ? W

Billing Type: Balance Forward
l- Customer |- VYendor l- Estimate

Select action to perform.  Press PgUp to return ta Quick Search. Ins | Mum
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154 CLIP Pro - Sensible Software. Inc.
Eiles Edit LalnHeutnes; Heporte  Svstem Biling Eroects SpeeElqyeees WiterMedilzz Help

CLIP File Maintenance - Multi-User Unlimited

Quick Find Customer Mumber 2 [ Hotes [ Letters [ Contacts |Account Humber

Property Mame |APPLICATION - RESIDENT
Jobs Address
City [Gaithershurg

Y State\Zip MD | 20854 Tax [dMD | Gty Code[GA.

Find Customer

Projects 2] Enter New Customer # |~
nstatments | |
Billing Status Please enter desired Customer # [[JE

Invoices

L

| OK I | Cancel I

T T T T T T e T

Credit Lirmit 4500 RiC Cndeﬁ Type FULL hlore #'s: iﬁ
Customn Alpha |M Contract Customer? [H En]
Custom Mum 0.00 Finance Charge? ¥
Word P. Code Y Billing Type: Balance Forward

I customer I~ vendor [~ Estimate
ExitiHUSaue 8 Status [ACTIVE H Reason: |

Enter new customer #. Inz | Mum

We want to leave some numbers available for more patterns if we want them,
so we will start our real customers off with a higher number, (1,000) and have
CLIP number them up from there.

20 - CLIP Pro for Chemical Applicators



Enter a 1000 here for the new customer number.

7 CLIP Pro - Sensible Software, Inc.

Files Edit WailiEoutines Heporter Systerm Billing Ereects SpecEllhyeces Deniaduless Help

CLIP File Maintenance - Multi-Uzer Unlimited B2
Quick Find Customer Mumber 2 [T Hotezs [ Letters [v Contacts |Account Humber

Property Name [APPLICATION - RESIDENT @
i
City [Gaithersbury
Selon State'Zip |MD| 20554 Tax 1d[MD | Cty Code|GA
|
[ ELLE Y g |
'-""3'3’.]_Enlm New Customer # |‘ B
Coswmems ]
Please enter desired Customer # 1000 @
Print i o T e

Credit Limit 4500 R/C Codeﬁ Type [FULL More #s: ﬁ‘-‘
_ Custom Alpha M Contract Customer? |[H En]
0.00

Custom Mum Finance Charge? ¥

_ Word P. Code ¥ Billing Type: Balance Forward
|- Customer |- VYendor |- Estimate
[ e S0 8 Status |ACTIVE H Reasan: |

[Ins’ [Hum [
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Press the “OK” button to go on.

Choose the Application Resident as your pattern to copy from. Click on it and
then press the “Copy from Pattern” button.

'-"'3'3’.]_ CLIP Pro - Sensible Software, Inc.

Files  Edit  Daiy Feutnes Heports Svstern Bilita Brojests: Specdl nveices [ibenfdadules Help
CLIP File Maintenance - Multi-User Unlimited

|CIIRTan!r Fumher ? [T Hnotes [Tl etters IV Contacts | Account Humber

ooze Customer For Pattern [Esc for Hone)

This is the new Customer # 1000

=

Previous 250

Customer # MName Froperty Address
1 PATTERN - RESIDEHTIAL
2 APFLICATION - RESIDEHT

(=8

I+

e el e a2 )

[copy From pattern | | Add Blank | | Cancel [ mextaso |

e s ‘ 8 StatuSIACTNE v|Reason:|

Select a customer to uge as a pattern or press Esc for a blank record. Ine | Mum

I

'-"'3':".]_ CLIP Pro - Sensible Software, Inc.
Files Edit [airHoutnes  Heparts Systernn Biling Eroects SpeciElnvoices, WienModiless Help

CLIP File Maintenance - Multi-User Unlimited

|

1_ Enter New Customer Info.

Customer Number 1000
Froperty MName Sl
Address
City/State/Zip [Gaithersburg D | 20554
Tax ID Code MDD

Auto-Fill the information: @ [ Change to Proper Case

Eilling Mame
Greeting |[Dear
cio |
Address
City/State |Gaithershurg, WD Tip 20854

Bl LIL

-
s

| IEL el e

| Save I |Qanl:el I

L]

| v T IH\.IIUE Ir\l:a T
Enter name of property owner. Ins | Mum

Change the property name to the new customer “Jones, Jim” and enter the
ress of the property and the city, state, and zip. The Tax Id should be the

.add
22 - CLIP Pro for Chem'%%‘ﬁ‘@%’f%%@tate unless you have special taxing needs. See the reference
manual for more information on Tax Id.



I-"'3':".] CLIP Pro - Sensible Software, Inc.

FEiles Edit DalwBoutimes: Heporte Sustern) Billing) Eraects Specia|nyveizes: HiberModifes Help
CLIP File Maintenance - Multi-User Unlimited

Enter Mew Customer Info.

A

Customer Mumber 1000
Property Name LONES, JiM
Address (123 Main Street
City/State/Zip (Gaithersburg MO Possa
Tax ID Code MD

oL

Auto-Fill the information: [¥ Change to Proper Case

Billing Marne
Greeting Dear
cio |
Address
City/State (Gaithersburg, WD Zip 20554

| Save I |Qancel I

| O [y IH\_,II!!I: Iru:a OTrT
Auto-Fill the information. Inz | Mum

Press the Auto-Fill button to carry the information down to the Billing name and
address. If the “Change to proper case” is checked, CLIP will take a name that
has a comma in it and change reverse the order and take out the comma. It
will also change the property name to upper and lower case.

'-"'3':".]_ CLIP Pro - Sensible Software, Inc.
Filles Edit DairHautnes Heports: Spstern Eilling) Eroests Speciallnyvoees. Oitenfiedies Help

CLIP File M aintenance - Multi-User Unlimited

Enter New Customer Info.

Customer Number 1000
Property Marne UONES, Jin
Address [123 Main Street
City/State/Zip Gaithersburg WD 20554
Tax ID Code  [MD

Auto-Fill the information: @ ¥ Change to Proper Case

Billing MNarme lim Jones
Greeting [Dear Jim Jones
cio |
Address [123 Main Street
City/State [Gaithersburg, MD Fip 20854

[NANA

=
=

eIkl

| Save I |Qancel I

L]

m
%
B

| v e IHl_,II!!I: Ir'u:a O
Enter name to uze far biling purposes. Inz | Mum

Now press the “Save” button.
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% CLIP Pro - Sensible Software, Inc.

Files Edit  DalyFoutines Bepots Spstem Biling Erejests Spesialmvaces Oibenfadiles. Help

'-""3':".]_ CLIP File Maintenance - Multi-User Unlimited

wick Find

Jobs
History
Find Cust:

Froperty Mame
Address
City

HOMES, JIM

123 Main Strest

Gaithersburg

State\Zip MD 20854 Tax Id MD | Cty Code|[GA

Projects

Installments

Billing Marne

Jirn Jones

Greeting

Dear Jirm Jones

Ci0

Billing Status Address [123 Main Street

Cty/StiZip (Gaithersburg, MD
Witk [(301)
Home |(301)

Credit Limit
Custom Alpha
Custom Num
Word F. Code

8 Status Reasan: |

Enter the “fork Telephone #.

20854

Fa|301) -
Pager|(301) -
RYC CodeR| Type FULL Waore #s:
Contract Customer? m
Finance Charge? W

Billing Type: Balance Forward
l- Customer l- Yendor l- Estimate

Invoices

Add Hew

More Options 45.00

i

Exit, Ho Save

[lns [Mum [

Now enter the phone numbers for the new customer.

Press the “Save” button when you are done. Notice that a lot of the fields are
already filled in, this is because the defaults have carried over from the Pattern
customer that we created.

%4 CLIP Pro - Sensible Software. Inc.
Files Edit WaiirBoutnes Heports: Swstem Billina Eraects Spectallmveces. Oitenkicdiles Help

% CLIP File Maintenance - Multi-User Unlimited

Guick Find

Customer Mumber 1000 [ Hotes [ Letters |V Contacts |Account Humber

Jobs
Hiztory
Find Customer
Projects
Installments
Billing Status

Invoices

Property Name
Address
City

HONES, Ji

123 Main Street

Gaithersburg

State\Zip MD 20854 Tax [dMD  Cty Code|GA

Billing Mame
Greeting
Ci0
Address
Cty/StfZip

Jim Janes

Dear Jim Jones

123 Main Street

=
=
A
=

Gaithersburg, MD

20854

Add Hew

Wark [(301) 555-1212

Fau [(301)

More

Options

Exit, Ho Save

Home [(301)
Credit Limit
Custam Alpha

Custom Mum
Ward P. Code

Pager|(301)

R/C CodelR| Type FULL

45.00
[rt

0.00
'

™ customer [ Wendor [ Estimate

Ware #s:

Contract Customer? m
Finance Charge? W

Billing Type: Balance Forward

8 Status Reasan: |

Select action to perform. Press PglUp ta return to Quick Search.

[ins [Num [

Step 4 - Enter the Jobs for the New Customer
Press the “Jobs” button to get ready to add jobs.
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The first thing we want to do is set up the defaults for the new jobs that apply
only to this customer. Press the “Set Defaults” button.

'-""3'3“.]_ CLIP Pro - Sensible Software, Inc.

Files Edit DailiFoutines. Heports Spetern Biling Eoests Specallnvaces WierkModiles Help
CLIP File Maintenance - Multi-User Unlimited

Quick Find I Custamer Mumber 1000 [~ Hotes [ Letters [ Contacte |Account Humber
Property hlame [JONES, JIM @

Address 123 Main Strest

City |Gaithershurg
ey State\Zip MD 20854 Tax Id MD | Cty Code[GA
'-"'3'3".]_Joh Pick Box
Mumber Job Description Mext Last Freq Crew Route Rel CDntHDId?|
=
[+
See Detail || Add Job || Delete Job || Print Jobs || Change #s I Return
Select action to perform or Esc to exit. |m Mum

JoE [Relawslic
| Dl Fir Bdd Jak - Delaults HeTiis

E Eatwmbn for Cumlomes & shi
I — =

e -

Balanh Map Lecalise E-d Fe
find Cwerle
: [T T 1380 I 1

(UL ot St

m Hra o of Blein s Bre. bued Fierdh of Bre S
Fusribsar - ol Hole?

|=

r%mmm
i oy, v
rern i Fieri b iy by i’y lnil

| Chesge sl Curlnses's Jaba s Bueleshis |
| Erowxe Desomers ks I

e =)
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Press the “Edit” Button and enter the defaults as above. This will cause CLIP to
override the crew number, routing sequence, map location, area and Route
Sheet Notes fields with the ones you enter here. Press the “Save” button and
then “Return”. Whatever you place in the Route Sheet Notes area here will be
placed before the regular Route Sheet notes from the pattern jobs. In other
words, my pattern job for Round 1 might have the normal instructions for the
particular chemical | am using but the notes | place here will show up on top of
those notes, giving my technician the directions to the customer’s property
and then the directions for the chemical used.

52 CLIP Pro - Sensible Software. Inc.
Files Edit [aivFoutines Eepats Swstern Billing Erojests Special (nyeizes, Hiber Modiles: Help

CLIP File Maintenance - Multi-User Unlimited

Quick Find ICUStDmer Mumber 4000 [~ Hotes [~ Letters [V Contacts |Account Humber
Property Name JONES, JiM g

Address |123 hain Street

City [Gaithershurg
ey State\Zip MD| 20854 Tax [dMD | Cty Cade[GA

%Job Pick Box
Mumber Job Description Mext Last Freq Crew Route Rel CUntHoId?| ‘
]

2

See Detail I | Add Job I | Delete Job I | Print Jobs I | Change #s I |Set gefaultsl I—_
[Tins [hum |

Retum to previous screen
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Now press the “Add Job” button to add the 6 rounds for this customer.

I ]_ELIP Pro - Sengible Software. Inc. - =]

Files Edit [EiEEutnes Heperts Spstern Billing Eraects SpeciEllbyorees. Oibenfdedules Help

CLIP File Maintenance - Multi-User Unlimited =
Quick Find I Custamer Mumber 1000 l- Hotes I- Letters |7 C0m4 | Preparing Pattern jobs.

Property Name UONES, JiM @

Address 123 Main Street
City |Gaithershurg

State'Zip MD 20854 Tax IdMD | Cty Code[GA

I:! | ] Choose Job to copy from. - [All jobs will show.] - Press Escape to add blank.

m Mark| Cust# (Job# Hame Jobname
T 1 1 PATTERM - RESIDEMTIAL Moy & Trim Al
1 2iPATTERM - RESIDEMTIAL Mo & Tritm Pattial
1 3iPATTERM - RESIDEMTIAL Mo & Trim Al - Call In Only
1 4 PATTERN - RESIDEMTIAL Mo Ol Ball
1 10:PATTERM - RESIDEMTIAL Eding
1 11 {PATTERM - REZIDEMTIAL Fieldd Movwving
1 13 IPATTERN - RESIDEMTIAL Clean-up Leaves v|
[EX

Delete Job I | Print Jobs I | Change #s I |Set gefaults” Return I ‘

See Detail I

Select action to perfarm or Esc to exit. | Ins | Mum

Use the Page Down key or the down arrow key to get to the jobs we set up
for customer # 2.

CLIP Frn blambsmens - sl Lo ndesiol
pma | Contamai Mumbst 9008 T Roies [ Latien 7 Comteste [Accoum omaer

EM | ProperyMame LonES Jm E

By (179 Wian Sirest

City eadhers by
Bisleilg rd0 SRS Tae i W4T Ty Cede 2
Lhnean Jab b cope s 1%l ko =l shawe | - Frace B occspe o sdd hiank
s Berer—sir b =8 | . ekl
1 i ATTERH - REETSRITIAL Lade Pl
:- 3|1 | RPLICATIN - FRESDE Foad | Eaty Sinueg domicalan
. '

] = APPLIT AT - RESTER Pourd = Lale Sporg A pphc siion
2 3 | APPECATIN - RESERT R 35N Car Bl
& AP A TION - RETER Froursd & Sumeree Sppicebon
] APV BT h T - AR Ao G Lsie fomrerss Appdc slon

] 6 Lk kT Tt - RESE] Aol § Sty F ol Bppiadon

L | IL‘“.IH ll liswis sl Il ar Iudia Il Ll = Illﬂm” BRmim [

e I T — | [ [P
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Use the space bar to mark all six rounds.

LACLIF P - Gemsihie 5 oltwsis I

fles [ Hele:

Fiil Cusjomsr Bumbsr 100 T Hoiss [ Lefiers 7 Comes Py r———

[t ]| Propety Mamn i, =
E Adtraks 173 Wamn St |
e —— Gy Gashersiug

LI—I fmmy Stalehlp WD S Toa |d ==10r Gy Cada -~ 3
|

[:lnn Cirel & | bl Hanr kb 1 -
5 - 1| AL TR - EET Foured | Ewrty Spring Applcation
i [ 3 | APPLICATICN - BTSIENT Ficarad 3 uale: Saring Applicaiion
"I ] JESC RSy = 1 | .Dh'hﬁ"‘::'-l. e T P
1+ 2| a| aea P - RESE Mg L tamerer Spma e
L2 ."'I Sl“".lll-'l:l- NESET Fioured 3 Late Sorerwer Appiceion
Ml elocinon ArEAT ottty Akt
-
&| |=

S [ R P =T =

[T T —————— [T T

Now press the Enter key to process the jobs.

All six jobs were added to this customer.

LIP Pro - Sensible Software. Inc.

Files Edit DaiyEoeutines Eeporte Svstern Biling Eroests Speciallnyveices: Hiter Madules: Help

CLIP File Maintenance - Multi-User Unlimited

Quick Find I Custormer Mumber 4000 [~ Hotes [ Letters [~ Contacts |Account Humber
Property Name JONES, JiM @

T— Address [123 Main Street
City [Saithersburg

ey State\Zip MD| 20554 Tax 1d MO Gty Code|GA
|

% Job Pick Box

Murnber  Job Description Mext Last Freq Crew Route Rel Cont Hold?

1 RBound 1 Early Sprin 03/01/02 P 65 2 1000 0 N N
Zz Round 2 Late 3pring 04/15/02 P 65 2 1000 O N N
3 Found 3 Early Summe 05/25/0Z P 65 2 1000 O N N
4 Round 4 Suer Appl 06/20/02 P 65 Z 1000 0 N N
5 Round 5 Late Summer 07/25/0 £ 65 2 1000 O N N
& Round & Early Fall 6 Z 1000 O ] Vi

See Detail I | Add Job I | Delete Job I | Print Jobs I | Change #s I |Set D_efaults_' Return I

Press Enter or DbIClick to See Detail | Ing | Num

Now you need to change the charge per job and other pertinent information.
You could go through each job and change it, or you can use the “Set Defaults”
button and then “Browse Jobs” and change it there. This is much easier to do.
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:_ 2| Rourd 2 Latw Spring 4AGINI2 2| 10 | 33H 2 | =i [ | P
L = T e T 1000 | 3212 | (L) R}
% 4| Round 4 Surrar AppiECTMT ®|  10M|3=H2 | =i i |
5| Rared & Lot Sasnane 705000 | ] 1000 | 32612 | (0 | ]
:ﬂ""- | Pound E Barky Pl ApiELA 5412 2 1000 | 3312 | =000 o | r
Flum 7
=
4l | ¥
™ TR PR AT, O T AT L
6 B Jrwrn i Firrd ks iy by cwricerar's loid H H
|__ghesge wll Cusinmes Jsbe is Buleskin |
| Browme Cutemars Jba| ]
| em || ses || gees |

[ e

| Thx [T

Notice that all the other fields have been filled in with the appropriate informa-
tion from the pattern jobs.

Repeat the process for all of your customers.
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Step 5 - Processing the Data
Now that you have entered your customers into CLIP with all the jobs for all 6
rounds, the next step is to print out the Invoices/Work orders for your techni-
cians to take out with them.

Refresh the Work Bank
Lets assume that it is now March 15th, 2002. The first step in this process is to
tell CLIP to compile the list of jobs that are due for March 15th. We will do that
by “Refreshing the Work Bank” from the Daily Routines Menu.

Haseiz [piss Jiling Fompc: Sowsl rescse e Ueduls Halp

-t Pt i i i i b gl o i s vl

Enter 3/15/02 as the date for refreshing the work.

Piepd A 1 obeeidt vetia, Ep Wil [1LIP | Ibw [Ham
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Press the “Continue” button and CLIP will search through all of your jobs to
find the ones that are due on 3/15 or earlier. These jobs will be compiled into
a list called the “Work Bank” from which we will be able to print the invoices
and work orders.

Print the Route Sheet Invoices
When this process is done, go to the menu item “Route Sheet Invoices” off of
the Daily Routines menu bar.

CLIP Pras - Sesatide G altwae |
ERgll St Gk feleny P gevsdiepaed  [Ber itk b
Prini Feiris Shinemin
lawpic Sheel frspeey |

Redragh tee 'Waik Bask  DReendae livndiis Aepain

The Route Sheet Invoices have a lot of different options available to customize
the invoice to what you need.

Fisi it Heloi

| Pt Flisires Slhwest e sacss

Spwiimg; Type:
Sl by Craw, Mol Oedy | o

1 ‘el g Timiw, Crow, Bras 1 S Tl
1) Sawrt By Capas, Rune. Duma = e erais
1 B iy Corsl Dol Wi, O iy r::ﬁ—'l.h:l

Filer: ™ gy iasvaiun
I By M Schachabed Wi 1 11
Tt Eadge 1 T r s e
Printiag;: [+ Paiev femymumiin

[ e T ] P e L Winkt

° Tok: Lawi Sowico:
Porme: Plish s IR E'| -JIHIL-:EElHl ™ Property Ware {5ars Fonifi
[ St i, Buck T #4645
| [RE LEL 20 Y Ilﬂ-ﬂrnkn‘ilnl" Brimn J I ness Prowaas Daawa

Balling Mrszage: e dotezmele
LAWK CHAE ROURD 1

Ihenk yau far hsan sar cesden s
Cheews [ooior (o il

Dhan't mdss air qiosd sjolng speciaks
Call Tamsy 1o baai o8 absaul Sem!

You can get exact information on each one of these options in the reference
manual. For right now, make sure that you choose the following:
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1. Sort by Crew, Route Only
2. Invoices
3. Plain Paper Invoice

Click on the “By Individual” and you will see the list of the jobs that are due or
overdue for 3/15.

CLIF Pra - Laradbde Talaaa, Inc

i ST PP W e i T R
L
2L nher - i el
sk Do Fimall g saedos
| “EnciEriors fa frieh

Rijed | Esris Barra &
1 15TH, HIHK Fpinid 1 Eaiis Bailrg A
1 ¥ULE O, BELRERD Fapisd | £y Sa i B

Call Tamory is hear all abgal fhamd

Press the Space bar on your keyboard to choose the jobs you want to print
on Invoices.

Each time you choose a job, you will see the name of the customer in the
upper left under “Chosen” and the total man hours and area will show in the
upper right hand box.
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CLIP Pro - Sensible Software, Inc.

Files Edit DafirEoutines Heports Swstem Billina Ereests Speciallnweices Dibenodiles Help
Print Route Sheet Invoices Eq
I -
Thome Options:
v % Due Upon Receipt
e Only ® Imvoices Payment Due Date: (060195
1000-1 JOMNES, J - . s o om0 o [¥ Print Job Humb
10011 SMITH, ) Instructions: l: it
_: %
o1 WILSON, Use the arrows to move up and dovwn. r
Use k Total Man hours: 0.00
<Spacebar:> to select; E Total Area: 44,000
<F>to find customer number; l:
<Esc/Enter> to finish. R

| Choose Customei(s] to Invoice
Cust. Num

Job Hum Property Name Joh Description Crew| Route Area Man Hours:
1000 1iJOMES, JId Found 1 Early Spring Al 2 1000 12000 0.00
1001 1i8MITH, JOHM Found 1 Early Spring Al 2 1010 14000 0.00
1WILSOM, EDWWARD Found 1 Early Spring Al 2 1020 15000 0.00
— [DOT T IMISS OUT great spring specrars Wikl =nniinhiinininiel |
‘V [call Tammy to hear all about them!

[ns [Hum [

In this example, we have chosen all three jobs.

Press the <Esc> or the <Enter> key to finish the process.

Poatd Huaiter Slwesd [nesaosn

Snriina;

Type:

a':?irﬂ Foos ol |

) b v, Ml Dy
1 el iy ik, Crow, Rt
) Gt By G, Faae, v
7 Sanrt By Cnstoies R, Cfs

ke
1 Srdr e Tichein
[+ B Eofe eime 5

| T it Progues Dt

Pevreare Bun Twin:
[7 Prie Job Burrber
P Congolisisis ioba
[~ Pl bar Codes
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Change the Route Sheet Invoice Footers
In order to place a form on the bottom of the invoice, you can create this form

using the buttons on the lower right hand corner for footers.

Press the “Choose Footer to Use” to see the list of footers available to you.
You have 25 different ones to set up.

A ;-.J.II' Mo - Sannbla Solivass, Inc

Pt Flinsle Theeet Irreiai e =
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Press <Enter> to choose the first one, currently named “Footer # 1”.

Now press the “Modify Footers” button to modify it for your own use.
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You can change the name to “Early Spring”.

Enter information that your technicians will need to fill out.

LIP Pro - Sensible Software. Inc.
Files Edit  DalyFoutines Bepots Spstem Biling Erejests Spesialmvaces Oibenfadiles. Help

Edit Footer

Left Side | 1 WIND SPEED uph WIND DIEECTION N E S W TECE
2 |PRODUCT QUANTITY 4 TYPE PRODTUCT QUANTITY / TYPE
3 Pre-cemergent £ Herbicide £
i
5
[}
7
8
2
10 |___WAIT 24 hrs THEN WATEL WATEER IN IMMEDIATLY  WATER IN TO
11
12

Right Side ; NICIAN TIME: xHx3
3 COMMENTS
n
5 |-
[}
7
8
9

18 1s2" 374" 1
11
12

Select Footer to edit from list, Tab ko Exit. |W Mum
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Notice that the screen is divided into two halves. The left side and the right
side, when they are printed they will be printed across the bottom of the
invoice. You can place any text you want in this area.

When you are done entering information into the footer, press the OK button
to return to the Route Sheet Invoices screen.

Now press the “Preview” button to see what your invoices will look like.

-
g
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Now you can print these to give them to your technicians to perform the work.

Multiple Copies: There are various ways to get multiple copies, some people
use multi-part forms in a dot matrix printer. There are some obvious advan-
tages to this but the disadvantage is that dot-matrix printers are very slow.

Laser printers are faster but they will not print through multiple copies. There
are some office stores that sell multi-sheet laser paper but it is expensive and
not widely available at this time.

The other option is to use plain paper, but get the printer to print two copies
of each invoice. You can do this when you press the “Print” button and you
have the option of printing multiple copies.

Print

 Printer
Mame:
Status:
Type:
wihere:

Corment:

Ready
HF Lazerlet BL
LFT1:

FProperties |

™ Print to file

— Print range

Lol

o i :
Pages [rc-m.|1 !C'-ISSSS @ ™| Callate

) Selection

Copies

Nurnber of copies: I'I 3:

Ok I Caticel |

Your technicians will have to fill out two copies, one for the customer and one
for the office, but the printing goes very quickly and each copy is as crisp as

the original.

Step 6 - Posting the work into CLIP
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When your technicians return with your office copy, you will need to tell CLIP
that you have performed the service so that the information can move from the
schedule to the billing section of CLIP.

With the completed Invoice in hand, choose “Daily Routines”, “Record Work” to
record the job as done.

[' '-]_[ZLIP Pro - Sensible Software, Inc.
Filez  Edit ENEINISON=-8 Feports  Svsten Biling  Projectz Special lnwoices Other Modules Help
Route Sheets »

Record the Work

Refresh the Work Bank

Sensible Software, Inc.
Real Soffware for Real People.

Fecord the wark as done and post to customer's account. Ing | Mum
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Now press the “Mark Work as Done” button to get to the Mark Work Screen.
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Notice the options at the top of the screen under the heading of “Instructions”.
If you press the “Y” you can mark the job as done. Do that now
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Notice that we marked the first job, “Jim Jones” as done. Now press the <Esc>

key and get ready to post it to the system.
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Notice that the totals show up on the right hand side of the screen. Now
press the “Post Marked Work” button.

|CLIP Pro - Sensible Software, Inc.

Files  Edit [aily Boutines

Heports

Swster Billita) Brejests

SpeiE [rvates

[Hthen fdules

Help

[Z]Posting Work
Record Work Subtotals POStmg Dptlons
Crew Crew Range: 1 to 9999 dy To Be Posted:
Range Options: -
ge Up Lt Date to use for posting: 03/15/02
¥ Post transactions if job has not s done: 1
[ been recorded as done hs done: 35.00
-
- - carcec: 0.00
I Print Options: Landscape Portrait
Mark Work Az Done pt ® L pe P L Hour: 0.00
Print List = | Post the Work I | Return I el Time: 0.00
Trawvel): 0.00
[Py (L0 I I Mumber of jobs posted: L]
| Totals:  Total amourt posted: 0 L done: 1
Tatal man hours posted: o b= cone: 35.00
corded: 0.00
r Place Delayed Work on Top Dallars per Man Hour: 0.00
> Sort by Property Name Travel Time: 0.00
> Sort by Manual Order Dollarsmdan Hr (ncludes Travvel): 0.00
| Ins | Mum |
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Make sure that you check the recording date. All the work will be rescheduled
based on this date and will go into the billing history with this date as the
transaction date.

When you have checked the date, press the “Post the Work” button and CLIP
will ask you one more time to verify the date.

CLIP System =]

@ All Jobs recorded az done will be posted as done on: 0315402

Do you accept thiz date?

Mo | Cancel |

Press “Yes” and CLIP will post and reschedule the work.

CLIP will ask you if you want a “Final List of Work Done”. If you answer “Yes”,
you will get a print out of the work you just posted. It is good to have these
lists so that you can keep a paper trail.

If you press “Yes”, you will get the print out.

After the print out you will get a message that says “Posting Complete”.

CLIP System Mote |

@ Puaszting Completed!

Press “Okay”.
Exit the “Record Work” process by pressing the “Return” button.

Step 7 - Check the Results
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Go into File Maintenance to see the results of our efforts.
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Choose customer # 1000 and get to the main Customer Screen.

[ZZ]CLIP Pro - Sensible Software. Inc.

Filezs Edit [alwFoutines Bepoits Sbetern Billitg Eoests SpecaEllnvoees Dihenodiles Help
5] CLIP File Maintenance - Multi-User Unlimited

Quick Find I Customer Mumber 1000 [~ Hotes [~ Letters [v Contacts |Account Humber

Property Mame JONES, Jik
Address 123 Main Street
City [Gaithersburg
State\Zip MD| 20854 Tax ld WD Ciy Code |54
Find Customer

Projects Billing Marme Wim Jones
Greeting |Dear Jim Jones
Ci0
Billing Status Address 123 Main Street
Inyoices Cty/StiZip (Gaithersburg, MD 0854

History

Installments

AddHew || ‘Wark [301) 5551212 Fax (301) -

Harne [(301) Pager (301) -

More Options Credit Limit 4500 R/C CodelR Type [FULL More #5: ﬁ

Custam Alpha M Contract Customer? [H

Custam Murm 0.00 Finance Charge? |¥
T

Word P. Code |Y Billing Tvpe: Balance Forward

|- Customer l- Yendor l- Estimate
Exit; No Save 8 Status | ACTIVE H Reason: |

Select action to perfarm. Press Palp to return to Quick Search. Inz | Hum
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Press the “Jobs” button to see the jobs or services.
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Notice that the “Last” is filled in with the date it was done.

Press the “See Detail” button to see the job details.
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Notice that the “Done to Date” came up by one.

Now click on the “Scheduling” Tab to see how CLIP re-scheduled it.
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Notice that the “Next Visit” is now set to 3/1/03 or the first Saturday in March
of the year 2003.

Now get back to the main Customer screen and press the “History” button.
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Notice that the job was recorded in the History for the customer.
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Step 8 - Receive the payment
If your technician left the invoice copy on the door, you can expect payment
within a few days. When the payment is received, you will want to enter it into
CLIP.

From the main menu, press the “Files” option then press the “Enter Transac-
tions” option.

Es [udp Acudnar fepodz Jpvem g Bropch Specs inpecar  [harbodusz  Help
File Ligisirnmncy
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You will see the “Enter Transactions” screen.

EZICLIP Pro - Sensible Software. Inc.

= =

Files  Edit Ly Houtines Eeports Spetem Eiling Erefects Speciallmveices OtherMedulzs Help

[-]Enter Transactions

Property Mame:
Property Address:
Billing Address:

Customer # 0 (0 to Exity Operator: Dawe

X

Find Customer

Find Invoice

#| Name | Code

Code: |E

Date: 11/26/99

Credit: | Account Hame not found
Dehit: | Account Hame not found

Amount: 0.00 |

Edit Credit/Debit Codes

Descr: |

Save
Preview

Print

Cancel

Get Transaction Amount Frorm:

Last Billing Amount 0.00

Histony...

|- Sort Transactions by Hame Before Printing (Global Setting)
|7 Default Amount to Last Billing

Check #

Credit:
Dehit:

Tax Labor:
Tax Mat:

0.00 Returns:
0.00 Serice:
0.00 Bad Deht:
0.00

Enter Custorner Mumber for Transaction or 0 to Process

lns [Hum [

50 - CLIP Pro for Chemical Applicators




Enter the customer number in the box provided, or if you do not know the
customer number, press the “Find Customer” button.

Cirzlpamer # 1080 {0 1o Esif] Operstor: Dave
Property Mame: JMES. 1M
Piopety Addeaca: 123 Main Suaal Gaithe ey
Bllling Addass: 123 Main Swent Gaithorshesy, MO

# | Hame | Code .
| Daie Aiems || SR

| Betersnt WaiTee e fivered

code © Dahit: | Bssnt mairee e fivered

Ampiink 00 | Hai el i ©odes
Oeser

_ GetTwneschion Amourt Frame
S R e by
Sy
[ Serd Eame Balar ling [ Hobad Selting))
' Defaull femoer tn Last B0ling
Chdri &

Credic a0 Returms:

Oiehic B0 Sarace:
Taw Lahor a0 Eiad Ot
Tax Mat N

Once the customer is found, press the “Continue” button to continue the
transaction.
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Enter the date that you received the check into the date field.
Enter the code as a “C” for credit or cash.
Enter the amount of the amount of the check in the amount field.

Enter the check number in the description field.

C i omer ¥ 1080 {0 1o Exif] Oprator Dave
Property Hame: JMIMES. JIM R —
Progerty Adiass: 123 Main Syeal Gaithi ey
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¥ | Hame | Crede Condii vobil | Cnesiing - Maibas Ban
Dichit: 20500 | dsiinin Revesabie

¥ Diatee NR2IE

Oescr Check G424
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— Elﬂ_r

I_' a0 Febums:

I a0 Sardce:
Canbel : N Eiad Oiehi:

= an

Cuslomer # | | 1000 [0 4cExil] Oparsbor Dawe
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Press the “Post” button to record the transaction into the system.

o showld sbams hewm and Easpos Frsd Lid of Trerescthone s B Thix vl srssbds vou bo beck: nka sng reos | por
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Press the “Okay” button to acknowledge the warning about keeping a Final List
of transactions.

CLIP System =l

@ Do you want a Final Ligt of Trangactions?

Press the “Yes” button to get the “Final List” printed.
Print the Final list and you will be returned to the main screen.

Step 9 - Printing the Statement
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Now we want to print statements for our customers at the end of the month in
order to catch any customers that might not have been as prompt in paying
their bills as we would like.

Pull down the “Billing” sub-menu and choose “Mid-Month” bill. Mid-Month gives
us the ability to check our statements before actually processing them. We
can use “Mid-Month” as often as we want but we will want to do the full-blown
Billing process once a month, just to keep things in-sync.
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You can get detailed information on what each and every option does in this
screen from the Reference guide. The ones that we really need to keep in

mind are the following:
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By Individual: If you check “By Individual” you will be able to pick out the cus-
tomers you want to bill. This is not the easiest way to accomplish our goal so
we want to un-check that option and enter the range of 1-5000 to make sure
that we cover all of our customers.

CLIP will not print statements for any customer in your data base that has no
activity and no balance. This being the case, we do not have to concern
ourselves with our pattern customers or our inactive customers since CLIP will
not print a statement for them anyway.

Print O Balances: Here we have a choice. If a customer has activity but also has
a $0.00 balance, do we want a statement printed? In most cases the answer is
“no” because the customer has paid off of the Route Sheet Invoice, we do not
need to waste a stamp to send them another statement in the mail. Normally,
the LCO would keep this option un-checked.

In order to see the results of what we have done, we will want to leave it
checked for now.

Change the “By Individual” to checked off and enter the correct customer
numberrange.

Make sure the “Print 0 Balances” is checked.
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Press the “Preview” button to preview your statements.

Invoice
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Due Upon Rece el

Lo Endamd §
REMIT To: 3EH 3BLE 30FTWARE, NC,

IHUDIGE # 0o0E1 128 Jurscn Dargm
2D0E menth. Mnkmum chage: 5000
ackkaded owhd L 0a0UEs

Prevkurs Belaroe:

DE:CGAIFTION

ohack @ 1234
Round 1 EnHy Spring Appliesicn

Crmr LI]|

T el s S0r your busine ss. Pampt pamenl | sppesbeled
Shgn Up meovs S0 ey bied ol se oastts on Leal B mossl 1hds Fall!
Ramamisar 10 Water U (5w b0 Heer W |00eInD green and ki

CLIP Pro for Chemical Applicators - 57



Notice that the activity is correctly recorded. The debit for $35.00 and the
credit for $35.00 with a $0.00 balance. If we had not recorded a payment for
this customer, it would have been a total of $35.00 due.

Step 10 - Other nuances of the program
Route Sheet Invoices - More Details
As you can see from the tutorial, you will be printing most of your work from
the Route Sheet Invoices function in CLIP. There are a lot of options here that
enable you to customize the Invoice to your needs.

_[' '-]_I:LIP Pro - Sensible Software, Inc.
Files Edit W&y Eoutines Heports) Sbster Biling Eraectss Specialnvoees Wifenkiodiless Help

_[' '-]_Prinl Route Sheet Invoices 1]
Sorting: Type: Options: .
. ) v Due Upon Receipt
# Sort by Crew, Route Only: @ Invoices Payment Due Date: 00193
) Sort By Date, Crew, Route O Service Tickets [¥ Print Job Humber
2 Sort By Crew, Route, Date [+ Print Reference # [¥ Consolidate Jobs
> Sort By Customer Hum, Crew [~ Print Project Detail [ Print Bar Codes
[¥ Print Dates
Filter: = gy Individual ™ Print Company Hame
[ |By Hext Scheduled Visit 071095 [ use cust #for Inu #
Crew Range: |—1 To: |_1 '7 Shoulloniived
I~ Show Man Hour Rating
Printing: ¥ Print Amounts
Invoice Date: 11/23:99 [¥ Show Last visit
= Text: Last Service:
Fnrm:lPIain Paper Invoice H Offzet Lager: 0-2) I Property Hame (Svcs Rend)
|- Show Hist. Back To: 511111199
| Print Invoices I | Preview Invoices I | Beturn I |- Show Previous Balance
Billing Message: T e Er
- [EARLY SPRING
[Thank you for being our customer
[Don't miss our great spring specials |Choose Foater to Use|
[Call Tammy to hear all about them! | Modify Footers |

lns [Num [

By Individual - allows you to pick the individual invoice from the “Work Bank”. If you
have a lot of customers in the work bank at once (the beginning of a round),
you might only want to print out

By Next Scheduled Visit - This option picks out all the jobs that have a certain “Next
Scheduled Visit” from the Work Bank. If you place all of your Round 1’s on
March 15th and then print them out for your technicians to take out to the
field, you will probably have new customers calling after the 15th to sign up.
As you enter the new customers and jobs into CLIP, you will want to place the
date that the customer called as the Next Scheduled date. If they call on the
16th to sign up for the service, you will want to put 3/16 in the Next Scheduled
Visit of Round 1. Then you can refresh the Work Bank for the 16th and you will
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have all the unfinished jobs for the 15th along with the new ones for the 16th.
By using this option in printing the invoices, you can specify to have CLIP print
only the invoices that have a Next Scheduled Visit date of 3/16, meaning only

the new ones.

Example: In a Chemical App. Company all of Round 1 will be printed on the first
day that it is due. If a company has 1000 customers, this creates 1,000 in-
voices. As new accounts call in and they want to be added to the route, the
easiest way is to place the new jobs with a different “Next Visit” date from the
rest. With that habit and this option you can easily print only the new jobs and
add them to the operator’s route.

Using the <Ctrl+F> key. If you want to find one customer out of the thousands that
might be due for Round 1, you can go “By Individual” and then press the
<CTRL> key and then the <F> for find. This will bring up a dialog box that
allows you to enter text and CLIP will search the Work Bank for that text and

put your cursor on it.

By Crew Range - This way you can only print route sheet invoices for your Chemical
App crews.

Route Sheet Invoice Configurations
Due Upon Receipt and Payment Due Date

If you print your Route Sheet Invoices before you do the work, you probably
want the invoices to read “Due Upon Receipt” since you do not know when it
will be done or due. If you print out all of Round 1 and then hand it to the
technicians to do the work, you will not want to print out the dates on the
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Invoices. By not printing dates, CLIPwill leavea“__/__/__" space wherever
dates should go and your technicians will fill out the dates in the space pro-
vided. If you use the “Due upon Receipt” option, you do not have to worry
about due dates.

PrintJob Number

These are the job numbers as displayed in the Job Pick Box. If you print them
on the invoice, it will make it easier for your to record the work.

Print Reference #

This is the “nth” time this job has been accomplished. For LCO purposes this is
not necessary since you will continually be servicing each round only one time
per year.

Print Project Detail

This option is only relavant if you are using the “Projects” module in CLIP.
Projects is an additional module that helps with the bidding, estimating, job
costing, and completion of landscape construction or other construction jobs.

Consolidate Jobs

If a customer has more than one job, you might want to consolidate them onto
one invoice. Most of the time, the Consolidate Jobs should be chosen. There

are a couple of exceptions to this, namely; if you are using Bar Codes, Consoli-

date jobs will not be available to you since the bar code is for each job.

Print Bar Codes

If you are using the Remote Data Collector (RDC) from CLIP, you will want to

print bar codes on your Invoices. This will allow your technicians to scan the
job number into the RDC tracking the exact times that the job started, ended
and elapsed time. The RDC’s are a great way to do painless job costing.

Print Dates

If you print your Route Sheet Invoices before you do the work (all of round 1)
you probably don’t want to print any dates on the Invoices. (See above on Due
Upon Receipt.)

Print Company Name

If you use pre-printed invoices or letterhead you won’t want to print the
company name. You can also have CLIP print your company logo onto the
Invoices by saving your logo as a “BMP” file, naming it “cologo.bmp” and placing
it in the \BMP directory of your CLIPPRO main directory. CLIP will see it there
and print it on the Invoices.

Use Customer # for Invoice #

If your company does a lot of commercial work, your customers will want to
see invoice numbers on their Route Sheet Invoices. Since the Route Sheet
Invoices are not real invoices until they are recorded, we have created a way to
place invoice numbers on the invoices without all the hassle of voiding in-
voices and applying payments that other accounting software forces you into.
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In CLIP Pro if you choose this option, CLIP will assign an invoice number that is
actually a compilation of numbers. Using our current example, the invoice
number for this invoice would be 10003315. This Invoice number means
Customer 1000, Decade year 3, Date of printing: 3/15.

Show Job Area

Do you want to show the area on the Invoice or not? You might want to show
it to help your applicators know how much product to apply.

Show Man Hour Rating

The man hour rating is the maximum amount of time we want our technicians
to take on a job. Your job costing is tightly related to this man hour rating. If
this option is checked, it will print this on the invoice to give your technicians
the goal to strive for.

Print Amounts

If you do not print amounts on the invoices, they will have the title: “Service
Notice.” This is just a way of notifying the customer that you were there. If
you do not want your customers paying off of your Route Sheet Invoice, you
will want to un-check this option.

Show Last Visit

This will show the last time this job was performed. The message which will
precede this date appears in the Text box following it. LCO companies will not
use this as much, since each round is a separate job. See below on “Show
History” and “Show Previous Balance” for a better way to accomplish this task.

Property Name

This option will show the property name and address on the Invoice with a
“Svrcs. Rendered” note before it. Use this if you are doing a lot of work on
properties that the billing address is different from the servicing address.

Show History Back

This option will show the history for this property back to the date you enter
in. This is a great way to show your technician what has happened to the
property before he appears to service it again. He can see what was applied,
were there any service calls? and other information vital to properly servicing
your cusotmer. If this option is checked, CLIP will also print the future work
on the Invoice showing the technician what is coming up on the property.
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Invoice # Page Due D ate Crew
JimJones 100091126 1 Due Upon R ecaipt 2

123 Main Street
Gaithersburg, MD 20854

REMIT TO: SENSIBLE SOFTWARE, INC.

Miap Rte i] Senice Charge
. 200% norith. binimom charge: $5.00
Last Servica: [ [ added to owerdie accounts.

1 1000-0 mREEEE___ Histary --.-
031502 1 1000-1|Raund 1 Early Spring Application 2500
02/20002 1 1000-0) Chech #1234 CR 25.00
11725009 1 1000-0 e Current W o - .- TEEEEER
11/25:80 1 1000-2| Round 2 Late Spring Application 12000 25.00

1 1000-0 mrEmEt. . Scheduled Wod ---- "
030102 1 1000-1|Raund 1 Early Spring Application 12000
041502 1 1000-2| Round 2 Late Spring Application 12000
05/25/02 1 1000-3| Raund 3 Earky Summer Applization 12000
OG20002 1 1000-4H Round 4 Summer Application 12000
07 /25/02 1 1000-5| Round 5 Late Summer Applic ation 12000
09502 1 1000-6| Round G Earky Fall Application 12000
Pleaze Pay Last Amount 2500
Total Area..... 84000
Total Man Hrs=......
Mf £
Thank you for being our customer
Cron't miss our great spring s peciaks
Call Tammyto hear all about them!
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Show Previous Balance

This option will show the customer all the previous activity, both operations
and financial and show him his current billing status amount. This is good to
include on the Invoice if you want your customers to pay off of the Route
Sheet Invoice.

Avoiding two services too close together.
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One of the things you want to avoid is servicing a round two, within a few days
of the round one. There are two different ways to avoid having this happen to
you.

1. Make sure that you print out the history on your customer’s Route Sheet
Invoice. If your technician reads the invoice, he will be able to see when the
job was done and avoid doing the second job too soon.

2. Use a special program that we wrote to take care of this particular problem.

[ZICLIP Pro - Sensible Software, Inc.

W Edit Daily Routines Beportz Spstem Biling  Projects  Special Inyoices  Other Modules  Help

File Maintenance
Enter Transactions

Estimates

Index Files

Replace Information

Other Utilities *  Adjust Prices =

Renumber Route Numbers
Renumber Jobh Numbers
Erase History

Related Scheduling

Exit CLIP System

Il People.

File-related activities

lns [Num [

Related Scheduling is a function that will find all of services that have been
performed and then find the next service to be performed and force a time
period in between. This will prevent you from servicing your clients too close
together.
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[EF1CLIP Pro - Sensible Software. Inc.

Files Edit D&y Eoutiies Heports: Spetern Bilina Eroects SpeciEllbyaices Dibenfiedules Help

" B p
14 i

_I' ] Relational Scheduling
Code in Job Type of BASE joh:

IRD1
Code in Job Type of TARGET joh: IRD2

Days to schedule in between: IE

l_Emcess Replacement I | Return

Prezz Al to activate menu, Esc bo exit CLIP. Inz | Mum
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Keying off of the Job Type that we filled in earlier when we set the jobs up for
the customer, we can tell CLIP to find all of the jobs that have an “RD1” in the
job type field and have been finished (done to date = 1) and then find their
counter parts (all the jobs that have a job type of “RD2”) and change the Next
Visit to 45 days after the first one was done.

Lets illustrate using our example:

Notice the jobs:
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The first job was done on 3/15. The second job is due on 4/15.

If we want to force 45 days in between these, we can use the Related Schedul-
ing to accomplish it.

EZICLIP Pro - Sensible Software, Inc.

(E* Edit Daily Boutines HBeportz  System Biling  Projects  Special Invoices  Other Modules  Help

File Maintenance
Enter Transactions

Estimates
Index Files
[SILLETRRIET0TE (Sld Replace Information

Other Utilities »  Adjust Prices re E e
Exit CLIP System Renumber Route Numbers II PE()])]E

Renumber Job Numbers
Erase History

Related Scheduling

lns [Mum |

File-related activities
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We are using the key of the Job Type field to designate what we want. When
we press the “Process Replacement” we will see the re-initializing happen and
then we are done.

Let’s go back to File Maintenance and check our customer to see if CLIP did
what we wanted it to do.
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When we check the customer file, we find that it did change the Next Visit date

to 4/29 which is 45 days after 3/15, the day we performed Round 1.

To use this to its fullest, you should run this function as you get close to the
end of a round, in preparation for the next round.

Checking on the materials requirements for the next round or the remainder of this one.
To check on how much material/labor you will need for the remainder of a
round or for the next round, use the Work Projections report. The report
gives you the square footage that will be coming up with the next jobs for the
dates specified. You will see totals for man hours and for square footage.
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Chemical Tracking in CLIP Pro.

Depending on your particular state requirements, you can use either of two
methods for tracking the chemicals used and other particulars. Most states
require that you have access to records that would show this. If this is the
case for you, the best way to fulfill this requirement is to keep the paper copy
of the Route Sheet Invoice with the notations made by the technician in a file
box, sorted only on date. To sort on date, you only need to place each Route
Sheet invoice into the file in the order it comes back to you. If you are ever
audited by your local EPA, simply gather the information from CLIP as to the
date of service, then check your file for the actual invoice with the notations.
This is much easier than entering all the information into CLIP as the jobs get
done.

If you have a local EPA similar to that of New York, they will require a report
back to them of all the substances that were applied to a lawn. This creates a
lot more work for you as the operator since you have to pro-actively report it
to them. To do this in the least painful way possible, CLIP Pro was designed
with the Chemical Tracking function.

Enter your frequently used chemicals list

The first step is to enter the data for all the chemicals that you frequently use.

From the Systems menu, choose “Chemical List”

_[' '-]_ELIP Pro - Senzible 5oftware, Inc
Filez Edit Daily Routines  Beports Wl Biling Other Modules Projectz  Help

System Set Ups....

Set Finance Charge
Project Setup +
Set Tax Areas
‘
8 Set Function Keys
Log Off
Set Pass Words

Set Installment Message
Set Invoice Number
Error Report

Cmpufeﬁ%ed Lawn Industry Program

Spstem-related activities. Ing | Mum 1:54:28 pm
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You will see a list of the chemicals currently in the system.

LIP Pro - Sensible Software, Inc.

Files  Edit  DaiyHeutines: Eeparts

Systenn Biling, Wiherbodules Erajects Help

2217-543
Z64-430
279-3092

S36-214-10404
67219-47

Trimec Classic
Chipco 26019 FL
Flee

Pre-M 0.56% +
Durshan TC

add || petete || Return |

’W MHum 1:55:04 pm

Use the “Add” button to add new chemicals.

70 - CLIP Pro for Chemical Applicators




Enter the EPA number and the name of the chemical. Enter the unit type as
well. This is a two letter code that determines the unit of measure. (LB for
pounds, OZ for ounces, etc.)

Enter the county code in your customer’s record

There is a new field in the customer main screen for County Code. This field
needs to be filled in on all your customers

[ZlcLIP Pro - Sensible Software, Inc. [ [=] =]
Files  Edit  WalyHeutines Hepats  Sustemn Biling WtherModules Erajectss Help

[5] CLIP File Maintenance - Multi-User Unlimited

Quick Find I Custarmer Number 2 [ Hotes [V Letters [V Contacts [Account Humber
Property Marme [MD INSTITUTE FOR INDE —
T o p—

Address 12501 Greenbriar Road

City |F'Dtu:umau:

State\Zip MD | 20854 Tax Id MD Cty Code| —

You can use “Replace Information” to help you fill these in but be very careful
and make sure you make backups before you attempt it. (See the CLIP User’s
Manual for more information or call Tech Support if you would like someone to
walk you through it.)

Enter the chemicals into the jobs

Start with your pattern jobs. You should enter the chemicals into each job in
your pattern jobs so that as you enter new jobs, they will already contain the
chemical information specific to that job. CLIP allows one chemical per job.

Enter the chemicals by choosing the job and pressing the Chemicals button.

[' '-I_ELIP Pro - Sensible Software, Inc.
Files  Edit DaiyFoutines Eeports, Spetern Eiling Wthenfadules Ergects: Help

"JobDetails ||| JohScheduing |

Job Mumber: 21 [” Invoice Hotes [" Internal Job Hotes

Job Description: |Parathi0n - Pre-Emergent

_Custom Fields: Min. Jobs pertear| 0 Max| 0
Job Type: Done to Date:| 0 i
Custom Letters: [3H Charge per Jub: | 0.00
Custom Mumbers: 0.00 Man Hour Rating: 0.00
} . Charge OverMax [  0.00
~Routing Information:
9 _ Charge per Hour: | 13.90
F)rew Mumber. | & (1-9999) JobArea:| 0
Routing Sequence: | 0 TaxType (DMLY D
Map Location: Average Time: | 0.20

Credit: #1014 |.ﬁccourrt Hame not found

Debit: 11380 |ﬁccourrt Hame not found

_|| Route Sheet ﬂ L
Motes

I+

[ eat || erint || mistory |[ sowe | [ Hotes | [chemicais| [ return |

Preszz Enter or DblClick to See Detail | Ing | Num 2:07.25 pm
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Enter the chemical part number. If you do not enter a valid part number, a pick
list appear from which you can choose valid numbers. This list is generated
from the chemical list you entered under the System menu, “Chemical List.”
This list can be added to or changed at any time.

Npmiwdee: PaiiBven 158 [ s

L T TR R T
(P Wi 1 aia Pran AT6
[P TR
k] Beemmain. Ll
T Tk 1e D e

i T [ = |

The check box, “Track for EPA purposes” allows you to choose which chemical
applications appear on the report. When you print the report, you will have the
option of including “flagged” records. These records are the ones that have
this option checked.

Print your Route Sheets or Route Sheet Invoices

Have your employees fill out the chemical quantities used on each job.
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Record work - enter the amount used

As you record the work as done, enter the amounts as indicated on your route
sheets.

When you are in the “Mark Work as Done” screen you can press the “R” key or
the right arrow to bring up the “Recalc” screen.

This will bring up the Chemical recording screen.
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You can record any changes here along with the “real” quantity used.

Print report
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After entering all the data on a day-by-day basis, you will be ready to print the
report.

dab e parks
Gales Repors

U Crdrmd Lty vt Do Corsions

The Chemical Usage Report gives you many options:

_[' '-]_ELIP Pro - Senzible Software, Inc.
Files  Edit WalwEoutines Heports: Sestenn Billing Gtherkiodiles Braects Help

[EZ]Chemical Reports

Chemical Tracking Report

Date Range: Sort By: @ Customer

r Un-Flagged records ith: © Cty. Code
Start with: 1210657 ) Part Number
CtyCode:|  (Blank for all} End with: 02,0598 2 Date

| Preview I | Print I | Return I

Header Options:  Certification Id # 12345678
Applicator Hame Bensihle Software, Inc.

Applicator Business
Registration Ho. 1234565678

Reporting Year |’I998

Part Humber EPA Registration Humber
Part Hame Produc‘t Hame
Quantity Quantity Used
Unit Unit
Cty. Code [County Code

Ing | Mum 2:26:29 pm
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Fill in all your company information in the appropriate fields. This will be used
as a header at the top of each page of the report.

Commetcial Cerified Applicators Annual Report - Pesticices Used
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By using the options for this report, you can modify your report to match the
requirements of your particular tracking needs.

Below is a sample report from CLIP’s chemical tracking module.

Commercial Certified Applicators Annual Report - Pesticides Used

Certification ID Number Applicator Name Applicator Business Registration Number Reporting Year
12345678 Sensible Software, Inc. 1234565678 1998
Applicator Address Name of Registered Business
2 Professional Drive #246 Sensible Software, Inc.
Page No# 1

EPA Registration Product Name Quantity Used Unit Date County Code Property Address City Zip Code
Number
123-10-7890 Parathion 20% 10.0000 GL 0107 99 1733 Westridge Anytown 55501
264-480 Chipco 26019 FL 12,0000 FL 0107 99 1733 Westridge Anytown 55501
2217-543 Trimec Classic 6.0000 FL 0107 99 1733 Westridge Anytown 55501
123-10-7890 Parathion 20% 10.0000 GL 0208 99 1733 Westridge Anytown 55501
264-480 Chipco 26019 FL 12.0000 FL 0206 99 1733 Westridge Anytown 55501
2217-543 Trimec Classic 6.0000 FL 0206 99 1733 Westridge Anytown 55501
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The following is a sample report form produced by the NY DEC for pesticide
reporting purposes.

New York State Department of Envirommental Conservation
Division of Solid & Hazardous Materials
ureau of Pesticides & Radiation - Albany, New York 12233-7529
Commercial Cemﬂed Applicators Annual Report - Pesticides Used (Reformatted) ciwsmamnessnecorosorarm? wsens, 19973
Please read instructions on reverse side before filling out this form. Forms that are not filed in accordance with these instructions will be rejected.

Please type
+Certification ID Number +Applicator Name | +Applicator Business Registration No. +Reporting year ¢
+Applicator Address (Street, City, Zip Code)d +Name of Registared Business ¢

I | |

col 1 col 2 col 3 col 4 <ol & col 6 col 7 col 8 col &
E.P.A. Registration Number Product name Quant. Used **Unit  Date Applied *Cty Code Address Municipality (City, Village etc.) Zip code

*County: Use County Code * *Units =LB pounds, 0Z =Ounces, GL-Gallons, FL =Fluid Ounces, L = Liters, ML = Mitliliters, KG = Kilograms, GM - Grams
This report is due to the Department no later than February 1 of the year following the calendar year for which the report is being subemitted.

Conclusion:
We hope this tutorial starts you up on the powers of CLIP Pro for the LCO.
Please check our web site for the latest changes and additions to this tremen-
dous software product. Take your time in reading through the Reference
manual for more ideas on how to make CLIP Pro your greatest productivity
tool in your business.
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