CLIP2Go Web Manual

Revised 05/20/10

Introduction

CLIP2Go Web was designed to give companies acodbgir customer
information from wherever they are and allow theveto go paperless for their route
sheets. It gives them the powerGifIP anywhere their company needs to go. CLIP2Go
Web will allow you to adjust the route, edit custmsy and see all of the CMS notes for
your customers immediately. Although it seems &Keof these functions would make
the CLIP2Go Web program more complicated anddiffito learn the interface is
actually quite simple.

CLIP2Go Web can be password protected by emplsgetlocks out of certain
functions in CLIP2Go Web, or all of CLIP2Go Web.iF hllows managers to have full
access to CLIP2Go while locking down what crews s and do.

In this manual we will show you the main screentfa CLIP2Go Web program,
and then we will run through the different opti@m their functions. The CLIP2Go
Web program will interact witiCLIP, so we will be dealing with functions on the deyic

and where the data for those functions goes@htid.
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How It Works and Overview of 3 different versions

In CLIPxe you select the information you want. Timformation is then sent to the
device, if using option #1 or to the internet isngsoption #2 or #3. After data is changed
or jobs are marked as done the data is retriewed the office and processed in CLIPxe.
After processing new data can be sent out again.

OPTIONS:

1. CLIP2Go

Advantages: You can buy a standalone device that requires nahodata plan. Does
not require cell phone coverage. Note: All wirelpssviders now require a data plan to
purchase a compatible phone device. Can use ih@i#@ to see where crews were.
Note: Verizon phones require external GPS receiver.

DisadvantagesData is not live. Each device must be synced iddi&ily. Software must
be installed and maintained on each device

What it will work on:

Windows Mobile 6 mobile device with a touch screéhis usually will be a phone but
stand alone devices are available.

2. CLIP2Go Web

Advantages:Data is live and can be changed by the office dutte day. Office can
pull the new data from the website anytime durimgday to update CLIP. All users
share the same data so they can see if work sdylrdone.

What it will work on:

Must have a data plan from your wireless provider

PC, laptop or mini laptop with wireless card, IpepBroid, Windows Mobile 6 device
with a touch screen and free SkyFire browser. D@3 work on Blackberry. On the
handheld device it will be necessary to zoom in @amdsince CLIP2Go web is designed
as a full size web page.

3. CLIP Connect (Coming soon)

This is a scaled down version of the CLIP2Go webnly contains the Record Work
section and has simplified screens due to thelensdreen and lack of a touch screen
for navigation. This allows you to buy an inexpeesilevice and will be simplest for the
crews to use. The draw back is that it has limitegttionality and the user will need to
go thru more screens because the screen sizetisdim

What it will work on:
Must have a data plan from your wireless provider
Any device that has access to the internet.



Setting Up Passwords and Users

Setting up passwords for the CLIP2Go program isféactive way of keeping certain
employees out of your valuable information. You elaw your employees to see just
enough to get the job done quickly and efficiently.

1. First open youCLIP program on your main computer.

2. Log into yourCLIP username. (You must have passwords turned on $est
reference manual for information on using passwords

3. From the main screen select System > Passwords PaSswords. If it does not open
check to make sure that you are logged into anwatdbat has the ability to change
passwords.
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Current Users
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Set Tax Areas i
Cortact Audit Report
Mgt Set Installment Message
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4. Select the User that you would like to change enlilser list window and click Edit
User

- Password Management

Logged In User and Level | GLENNZ Iﬂ
& Marne H Level =
: CLIP 1 ~
i Edit User
Deactivate Passwords ———————" L 2
1- JON 2
Add New User JEER .
———————— |HEWUSER 4
SEST 4 3
CHRISR 4
Delete User DUYILL TS 1 n b’
Access History
Marne Date Laogon Logoff
GLENHZ B6/26/88 - 14:24:87 - fad
GLENNZ 86/26/08 - 09:52:51 - 12:06:28 -
GLENNZ B6/26/088 - 09:11:15 - 89:22:37
CLIP B6/26/788 - BH:-43:52 - BH:51:47
CLIP 867267088 - B5:57:49 - B6:13:27
GLENNZ 86725708 - 10:28:49 - 16:84:29
CLIP B6/25/788 - B9:-42:81 - @9:45:83
CLIP 867257088 - 09:28:32 - @9:38:53
CLIP 86725708 - B8:59:49 - @9:27:45
CLIP 86/25/88 - BB:53:27 - v




5. Select the CLIP2Go tab

- Edit User/Permissions

User ID: | GLEMNNZ Level: |2 -
Password: [MARCIA Employee 1D |ZI0R | []
Permissions
File Maintenance || Jobs Reports || Transactions || Menu OptionsfOther | Biling | Projects || Invoices (L CLIPTOGO |
Customers CMS
Add Add
&L Edit
Access History
jclcess Property Info T
obs
Add Johs Get Work
Details Date
Edit Details Zone
Schedule CLIP
[“IEdit Schedule FlAda
Notes_ Skip
[VEdit Notes [#] Add Inv Note
Notes
Synchronize
Check All

6. Check the boxes that the user should have acceléytm want them to be able to
see a menu then simply check the box next to itekample if | want to allow them
to access history and add customers then cheddottes next to these two menu
names, and also check the customer’s box so tewatclin access the menu that
allows them to see customers.

7. When you are finished setting up the employee dickhe save button to save your
selections, and then click the return button inupper right corner. Click it one more
time and then you will be at the main scree&bfP.

Setting Up Company Password

All companies using the CLIP2Go Web start at thaesaveb page. You will log in using
your CLIP serial number and your company passwbings password can be easily
changed at anytime.

1. Open yourCLIP program and log in using the CLIP username angvpasl. This
will give you rights to change the password (Youstrhave passwords turned on
first- see reference manual for information on ggasswords)

Go to System > Email Settings

Set the Password
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ﬂ Email/Web Options [

Use Email Program: -a
~ Return|
(") Default
@ Owtlook

(") MicroSoft Exchange

Communication Method

@ WebServices
CIFTP

Company Email and Contact Phone Number

Email amail
Phone phone

WebSite  wep

Password clip

4. Select Return to Save the changes

Setting Up Crews

Setting up Crews in CLIPxe will allow you to trattle employees that actually work on
each job. Once crews are set up you can Add andReemployees in CLIP2Go on the

fly.

Note: If you do not set up crews first in CLIPxe you bt be able to add employees to
the crew on CLIP2Go. If a crew is not set up therthe CLIP2Go program the Add and
Remove buttons will not be visible. You must hawgtyees setup before setting up
crews.

1. To set crews up in CLIPxe go to System-Crew Setup
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2. Select “Add Crew”
3. Enter a Crew number

- CLIP System Enter Number

Enter new crew number: -i D
Feturn|

4. Select “Ok”
5. Enter a “Crew Name” and “Foreman”

Crew Num

Crew Name | Wy Creny |

Foreman

TuckIP | |P255.255.251.156  |[]
Email | jondcolemang@agmail.com | (-]

Email Route Sheets

6. Select “Save”

7. Choose the new crew from the list
8. Select “Add Employee”

9. Select the employee from the list

Edit Lookup Table

Employee Lookup
;
ABAD, CHRISTIAN Beturn
AMICASIO RANGEL []Show Active Only
o COLEMAN, JONATHA | ‘
DIAZ, ALBERTO Select

ESTALA, SAMUEL
FERMAMDO RAMGEL
GOMZALD SANCHEZ
HERMAMDEZ DE LA«
HERMARDEZ, JORGE
JR v

10. Select “Select”
11.Continue to “Add Employees” as needed.
12.Select “Save”

Note: This list can be adjusted at any time. Soarepanies do it each morning if a crew
has changed and then send it to CLIP2Go.



Putting Customer Data and Route Sheets into the program

If you are going to upload Programs and Rounds f@utP for your crews, you must
use the “Rounds Invoices” feature as you normabthyid do to select what rounds
you want.

In CLIP> Daily Routines>Print Route Sheets select CLIP2Gd “Upload”. When

you “Send” the information, the data frd@i.IPxe will be shown in the exact order
and crew as you had it @LIPxe. For example if you manually adjust the route shee
then you will want to use this method.

1. Gointo yourCLIPxe program.
2. If the Work has not been refreshed click on thdyDRoutines menu, and then
click Refresh the workbank.

3. Enter the date that you would like to refresh tlmeknbank for and click continue.
The date that you select is the date that schegotesdfor that day will be put on
the list of jobs that need to be done.

-

" Refresh Work Bank
Please enter the date to load the work hank with: Cﬁ
12/20/06 D Return

4. Select the “Work Orders” icon
5. On Step 4: Select “Upload To CLIP2Go”



6. Choose “Via Internet’-“CLIP2GoWeb”

7. Select “Process”. The CLIP2Go dialogue box sth@alpup waiting for you to tell
it what type of data to send.

Show History Back tobox allows you to select how much customer
history you want. The more you choose the longeilittake to transfer
and it may slow the device down some. Normallydheent season might
be appropriate.

Active Customerswill send all of the customers that are not on Hold
the specified dates to the device.

On Hold Customersallows you to put all of the customers that are on
hold but still have been active recently. This optcould be used for the
adding customers that might be taken off hold aribar future; if you



have them on the device then you can take thermabdf and cut their
lawns when they call you and you are cutting orfigild.

Include Vendorswill include any record that has the “Vendor” box
checked off

Include Employeeswill include and record that has the “Employee” box
checked off

Customer with activity after allows you to select data based on the
customers Last Activity date as shown in the custermain screen. You
can leave this blank to include all customers.

Customers active sincallowsyou to narrow down the data to customers
“Active Since” date in the customer main screensTan be left blank to
include all customers.

Filter out CMS Due Dates out to xx in the futureoption allows you to
select how many days of CMS notes (Contact ManageBystem notes)
you want to see. This allows you to see a CMSithabt due until xx
days. If you select 10 days for example, then ydusee each CMS note
that is due in less than 10 days from today.

8. After you have completed your selections in thigen click on theProcess and
Send” button to send the information to the device.

Note: Any empty date fields will always be included iretim the sort no matter
what date is chosen. Older CLIP customers may teatid a global replacement
(File>Global Replacement>Replace Information) fa tCustomer Since” field
to make the filter more accurate.
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9. When the Data Upload box appears select the “Psbbeston.

11. Go directly to the website login page and stantg

Synchronizing the changes and recorded work to CLIP

1. After changes have been made on CLIP2Go Web yot getishem so
they can be added into CLIP. Log into yd&ilIP program and click the button
that says “Receive”.

2. Choose “Via Internet” - “CLIP2G0”

3. It will download all files and process them. Ywil be notified when they are
all done

11



4. The information from CLIP2Go has been put iGtdP. If you downloaded
recorded jobs you must go into Record Work and deteghe process as
described in this manual.

Processing the Recorded Work files in CLIP

All changes to customers, jobs and CMS are auteaaibtiupdated when the “Receive”
process is run. The recorded work files must lsélbrocessed.

1. In CLIP select the “Record” icon

2. Select “CLIP2Go” from “Step 1.

3. Select “Process’CLIP will find and process all record work files tha¢re
synced from all devices.

You will be able to see the processed work by logkn “Mark Work as Done”.
When posting work with the “Enter Employee Info'tigm selected, the employee’s
total time from CLIP2Go’s “Time Clock” feature widlutomatically be entered into
the employee time entry screen.

12



Using the Program

Viewing and Editing Customer Data

1. Go to the web page login screen. Enter the compangl # and password.
2. Choose the user from the pull down and enter tksvpard
3. After you login you will see the CLIP2Go main sare&his screen is where you

access all of your different tasks. Click on @wstomer List button at the top of
the list.

4. This will bring you to the customer search listp&the name or number of the
customer that you would like to find, and click ttkend”.

5. Click on the customer you want and use the Selgtb.

6. After you select the customer you will be able hamge any of the customer’s
information. Click on the “Jolistab to access the customer’s jobs.

13



7. In this screen you can add jobs and change cyobkst To add a job click the
“Add New” button, to change a job click on the jaid then select the various
tabs. The functionality is very similar to CLIPx& we will not cover each screen

in this manual.

Notes

Have you ever had one of those times when you neederite something down for the
office, and searched the truck for a piece of pa@iP2Go has a system that allows
you to create notes that the people at the offatereview when they synchronize

CLIP2Go withCLIP.

1. Click on the Notes button from the main screen.

2. Type in your notes, and then click the “Save” battgéote: You will not see the
notes the next time you get into “Notes”. This systwas setup so that you can
type in different notes and keep them all separatedhey will print out when

you sync the device.

14



Using the Time Clock

1. If you use the employee tracking featureCinlP you can have the employees
punch in/out at the beginning of the day. Seleet‘fime Clock” button.

2. Select the employee from the list and select “Pu®icitk”

3. The employee can punch in and out during the ddyethis data transfers to
CLIP it will only send the total payroll time over, nait the details. You can also
use the feature for non production employees.

15



4. During the Posting process in CLIP if you chosestmord employees the times
you will notice that the times are already filleat dor the employee that punched
in and out on the time clock. This is just anotlay thatCLIP makes your life
easier.

16



Using Route Sheets

Select “Route Sheets”

Adjusting crews and starting and stopping jobs

The crew pull down will show all the crews that bavork. Choose the crew
for whom you want to see their work.

The employees and foreman will appear.(If you haresvs setup ilCLIP)
These are based on the crew setup f@iriP. You can change the foreman
for the selected crew click on the drop down memdi gelect an employee.
To remove an employee from the crew click on thplegee name and then
click the “Remove” button.

1. To add an employee click on the “Add” button. Tl pull up a screen where
you can click the employee and then click selethelower left hand corner.

2. Choose what you want to see “Include Jobs” andfaritide Programs & Rounds”

17



If you chose "Include Programs & Rounds” you cae the “Set Defaults”
button to set up the default weather & lawn coodsifor the day. You can
override these settings when recording the actiml |

3. When you are done adjusting click the “See Wonk{tdn.

18



4.You will see a list of all the customers that é@bs/rounds scheduled. These are
in routing sequence order. Now select the customtire grid that you are going
to do first. In the box underneath the customewslitshow the address and
telephone number of the customer.

5. You can select the “G” icon to be taken to Googlapsito see where the property
IS.

6. Click on the customer that you want to do the wiork and then click the “Select”
button.

7. Select the job, click “Start” if you are going tiad doing the job, to skip the job

(maybe it is too wet to cut the grass) click th&if button, to add another job to
do for the customer click “Add”, and select the,jabd press Add.

19



8. If you “Start” the job then this screen will appeliryou click “End” it will end the
job.

9. When you select “End” you are asked if the jobampleted.

10. If you say no, this allows you to tell CLIP thhtg is a multi-day job and also
provides another valuable feature. If the crew saké&unch they can stop the job
then restart it. If more employees show up or leauecan stop the job, make
changes to the crew then restart the job. A jobighmmcomplete will show with an
“I”in the Status column.

11.To do a group of jobs click on the “Add Another” iBan. Grouping allows you to
take a group of jobs for the same customer or pialproperties and spread the
total time spend over all the jobs.

20



12. Select the next job from the same customer or anailstomer that you want to
add the group and click “Add to Group”

13.1f you have more jobs to include in the group clack“Add Another”.
14.When you have added the last job to the group dickhe “End Group”.

21



15.1f you don’t need to do a grouped job, just clicktbe “End” button when you have
completed the job.

16.1f you want to add a note to the bill just click the “Add Inv Note”.

17.To proceed to the next job click on the next cusioand select the “Start” button

18.Keep on following the process until you have congaeor skipped all of the jobs
on your route.

Recording Features for Rounds

If the job is a “Round” a different set of optioagpear on the bottom of the job screen. It
allows you to adjust the Conditions and Enter ther@icals used.

Select the “Chemical” button to change the quanistgd, add a new chemical or delete a
chemical. When adding a new chemical the Quantillyb& automatically calculated
based on the Rate and Area. You can adjust thistigp#d needed.

Note: Usually this quantity will be fine because itiansferred from the original setup

for the round in CLIPxe.
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Select the “Condition” button to override the défayif you set them up in the Get Work
screen)

Switching between English and Spanish

CLIP2Go can switch all the names of the buttonslabels from English to Spanish.
You can switch between Spanish and English in 2gslaThe first is on the log in screen
and the second is on the main screen.

23



CLIP2GO: Employee Training Instructions

This can be used as a field guide to train yourleyges and staff on the
actual buttons to press.

Foremen:
1. Go to login web page
2. Log Into the company

3. Choose their name from the pull down and enter fhesssword

4. Have laborers and foreman punch in via “Time Clock”
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5. Click “Route Sheets”

6. Verify that the correct crew is selected and th@leyees on the crew are correct.
Select “See Work”

25



7. Select the customer that you will be going to. Tilst customer is already
selected for you.

8. Click on “G” icon open Google Maps to guide crewctsstomer

26



At Customers property
9. Click “Select”

10.Choose job as appropriate. Click “Start” when beig
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11.Click “End” when complete

12. Answer “Yes” if the job is completely done

13.Go back to Step 7 and repeat until end of day

28



14.Have laborers and foreman punch out via time clock

Office Administrator of CLIP2GO:
At Office before Crews leave for day
1. Go to Route Sheets @LIP

2. Click “Upload to CLIP2Go”

3. Click “Via Internet” — “CLIP2Go Web”
4. Click “Process”

5. Choose appropriate options. Click “Process and 'Send

29



. Click “Process” Process can take some time depgratiirhow much data you
choose to send.

. Files will upload to internet and the window wilbse when done. You can use
CLIPxe while it is uploading since this is a sepa@ogram.
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Back at Office after all Crews return for day or anytime during the day
1. Select “Receive” irCLIP

2. Select “Via Internet’- “CLIP2GoWeb". Click “Process

3. If jobs were recorded go to “Record the Work”

4. Click on “CLIP2Go”

5. Click “Process”

31



6. Review the marked work as normal and post. Emplayee clock punch
times will be filled in if you are using that featu
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Frequently Asked Questions

In CLIPxe-Record Work | can’'t see work that has bea recorded
The crew range you have selected on the previgegsgs not including the crew
number that was recorded work for.

| get a message that says users is already logged i
They did not use the Logout button but rather ubedX to close the program. The
program will kick the user out automatically in dBnutes of no use.

| get a message that says | have no more licenses.

Check to make sure another user is not in the progr if you have it open multiple
times. If you used CLIP2Go in the past you musegister the devices in CLIP.
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