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Using CLIP Pro for Chemical Applicators

CLIP is a very powerful information management program that handles schedul-
ing, routing, billing and job costing with ease.  CLIP was 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
a comprehensive scheduling and billing program.

The general flow of information for a Chemical Applicator using CLIP is 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:

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.

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.

Now change the name to �APPLICATION - RESIDENTIAL�

This will be our pattern for a residential 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 CLIP to fill in your Billing name and address
with the Property name and address.

Change the Greeting back to just �Dear�.
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Now press the �Save� button to save your work.

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
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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.
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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 Deluxe Plan

BUD Budget Plan

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.
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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.
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Press the Add Job button to start entering pattern jobs for your company.

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.
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When CLIP asks you if you want to add a blank job, press the Yes.

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:

Now press the �Job Scheduling� tab to set up the schedule
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Let change the �Next Scheduled Visit� to early March.

 

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

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

5. I 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 I 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:

 

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

 

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

 

Press the Job Scheduling tab and change the Next to April 15th. Change the
months to April and May.
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Now repeat the process for Rounds 3,4,5.   When you are done, you should
have the following jobs in your pattern customer # 2.

 

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.



          CLIP Pro for Chemical Applicators - 19

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.
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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.
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Enter a 1000 here for the new customer number.
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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.

 

 

Change the property name to the new customer �Jones, Jim� and enter the
address of the property and the city, state, and zip.  The Tax Id should be the
same as the state unless you have special taxing needs.  See the reference
manual for more information on Tax Id.
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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.

 

Now press the �Save� button.
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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.

 

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.
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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 I am using but the notes I 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.
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Now press the �Add Job� button to add the 6 rounds for this customer.

 

Use the Page Down key or the down arrow key to get to the jobs we set up
for customer # 2.
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Use the space bar to mark all six rounds.

 

Now press the Enter key to process the jobs.

All six jobs were added to this customer.

 

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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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.

 

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

 

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

 

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.

 

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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In this example, we have chosen all three jobs.

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

 

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.
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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.
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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.

 

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.
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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.

Notice that the totals show up on the right hand side of the screen.  Now
press the �Post  Marked Work� button.

.
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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.

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�.

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.
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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.

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.
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You will see the �Enter Transactions� screen.
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Enter the customer number in the box provided, or if you do not know the
customer number, press the �Find Customer� button.

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.

Save the transaction by pressing the �Save� button.
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Press the �Post� button to record the transaction into the system.

Press the �Okay� button to acknowledge the warning about keeping a Final List
of transactions.

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 0 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
number range.

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

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, CLIP will leave a �__/__/__� 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.

Print Job 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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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.

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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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.
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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�
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You will see a list of the chemicals currently in the system.

 

Use the �Add� button to add new chemicals.
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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

 

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.
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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.

 

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.

 

 

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.

 

The Chemical Usage Report gives you many options:
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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.

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.
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The following is a sample report form produced by the NY DEC for pesticide
reporting purposes.

 

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.



          CLIP Pro for Chemical Applicators - 77

Index

A

amount used  73
AutoFill  5

B

Billing  54
By Crew Range  59
By Individual  58
By Next Scheduled Visit  58

C

cash  52
check number  52
Chemical List  69
Chemical Tracking  69
Chemical Usage Report  74
Consolidate Jobs  60
Copies  37
credit  52
Credit Limit  6
Customer Type  8

D

defaults  2
Due Upon Receipt  59

E

Enter Transactions  50
EPA  69

F

Final List of transactions  53
Footers  34

G

General Flow of Information  1
Geographical Routing  1

I

Invoices  30

J

Job description  11
Job Scheduling  12
Job Type  11, 65
Jobs  9

L

Last  46

M

Mid-Month  54
Modify Footers  34
multi-part forms  37
Multiple Copies  37

N

New York  69
Next Scheduled Visit  13

P

part number  72
Patterns  2
Payment  49
Posting  37
Print 0 Balances  56
Print Amounts  61
Print Bar Codes  60
Print Company Name  60
Print Dates  60
Print Job Number  60
Print Project Detail  60
Print Reference #  60
Property Name  61

R

R/C code  7
Related Scheduling  63
Replace Information  71
Route Sheet Invoices  31

S

Show History Back  61
Show Job Area  61
Show Last Visit  61
Show Man Hour Rating  61
Show Previous Balance  62
state requirements  69
Statement  53

U

Use Customer # for Invoice #  60

W

Work Bank  31
Work orders  30


