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CLIP2Go Web Manual 
Revised 05/20/10 

 

IInnttrroodduucctt iioonn  
 

CLIP2Go Web was designed to give companies access to their customer 

information from wherever they are and allow the crew to go paperless for their route 

sheets. It gives them the power of CLIP anywhere their company needs to go. CLIP2Go 

Web will allow you to adjust the route, edit customers, and see all of the CMS notes for 

your customers immediately. Although it seems like all of these functions would make 

the CLIP2Go Web  program more complicated and difficult to learn the interface is 

actually quite simple.  

 CLIP2Go Web can be password protected by employee so it locks out of certain 

functions in CLIP2Go Web, or all of CLIP2Go Web. This allows managers to have full 

access to CLIP2Go while locking down what crews can see and do.  

In this manual we will show you the main screen for the CLIP2Go Web program, 

and then we will run through the different options and their functions. The CLIP2Go 

Web program will interact with CLIP, so we will be dealing with functions on the device, 

and where the data for those functions goes into CLIP.  
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How It Works and Overview of 3 different versions 
In CLIPxe you select the information you want. This information is then sent to the 
device, if using option #1 or to the internet is using option #2 or #3. After data is changed 
or jobs are marked as done the data is retrieved from 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 no monthly data plan. Does 
not require cell phone coverage. Note: All wireless providers now require a data plan to 
purchase a compatible phone device. Can use internal GPS to see where crews were. 
Note: Verizon phones require external GPS receiver. 
  
Disadvantages: Data is not live. Each device must be synced individually. Software must 
be installed and maintained on each device  
What it will work on: 
Windows Mobile 6 mobile device with a touch screen. This 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 during the day. Office can 
pull the new data from the website anytime during the day to update CLIP. All users 
share the same data so they can see if work is already done. 
  
What it will work on: 
Must have a data plan from your wireless provider 
PC, laptop or mini laptop with wireless card, Iphone, Droid, Windows Mobile 6 device 
with a touch screen and  free SkyFire browser. Does NOT work on Blackberry.  On the 
handheld device it will be necessary to zoom in and out since CLIP2Go web is designed 
as a full size web page.  

 
3. CLIP Connect (Coming soon) 
This is a scaled down version of the CLIP2Go web. It only contains the Record Work 
section and  has simplified screens due to the smaller screen and lack of a touch screen 
for navigation. This allows you to buy an inexpensive device and will be simplest for the 
crews to use. The draw back is that it has limited functionality and the user will need to 
go thru more screens because the screen size is limited    
  
What it will work on: 
Must have a data plan from your wireless provider 
Any device that has access to the internet. 
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SSeett tt iinngg  UUpp  PPaasssswwoorrddss  aanndd  UUsseerrss    
Setting up passwords for the CLIP2Go program is an effective way of keeping certain 
employees out of your valuable information. You can allow your employees to see just 
enough to get the job done quickly and efficiently.  
 
1. First open your CLIP program on your main computer.  
2. Log into your CLIP username. (You must have passwords turned on first- see 

reference manual for information on using passwords) 
3. From the main screen select System > Passwords > Set Passwords. If it does not open 

check to make sure that you are logged into an account that has the ability to change 
passwords.  

 
  
   
4. Select the User that you would like to change in the User list window and click Edit 

User 
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5. Select the CLIP2Go tab 
  

 
6. Check the boxes that the user should have access to. If you want them to be able to 

see a menu then simply check the box next to it. For example if I want to allow them 
to access history and add customers then check the boxes next to these two menu 
names, and also check the customer’s box so that they can access the menu that 
allows them to see customers.   

7. When you are finished setting up the employee click on the save button to save your 
selections, and then click the return button in the upper right corner. Click it one more 
time and then you will be at the main screen of CLIP.   

 

SSeett tt iinngg  UUpp  CCoommppaannyy  PPaasssswwoorrdd  
  All companies using the CLIP2Go Web start at the same web page. You will log in using 
your CLIP serial number and your company password. This password can be easily 
changed at anytime.  
 
1. Open your CLIP program and log in using the CLIP username and password. This 

will give you rights to change the password (You must have passwords turned on 
first- see reference manual for information on using passwords) 

2. Go to System > Email Settings 
3. Set the Password  
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4. Select Return to Save the changes 
 

SSeett tt iinngg  UUpp  CCrreewwss    
 
Setting up Crews in CLIPxe will allow you to track the employees that actually work on 
each job. Once crews are set up you can Add and Remove employees in CLIP2Go on the 
fly. 
 
Note: If you do not set up crews first in CLIPxe you will not be able to add employees to 
the crew on CLIP2Go.  If a crew is not set up then on the CLIP2Go program the Add and 
Remove buttons will not be visible. You must have employees 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 

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

 
6. Select “Save” 
7. Choose the new crew from the list 
8. Select “Add Employee” 
9. Select the employee from the list 

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

 
Note: This list can be adjusted at any time. Some companies do it each morning if a crew 
has changed and then send it to CLIP2Go. 
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PPuutt tt iinngg  CCuussttoommeerr  DDaattaa  aanndd  RRoouuttee  SShheeeettss  iinnttoo  tthhee  pprrooggrraamm  
 

If you are going to upload Programs and Rounds from CLIP for your crews, you must 
use the “Rounds Invoices” feature as you normally would do to select what rounds 
you want. 
 
In CLIP> Daily Routines>Print Route Sheets select CLIP2Go and “Upload”. When 
you “Send” the information, the data from CLIPxe will be shown in the exact order 
and crew as you had it in CLIPxe. For example if you manually adjust the route sheet 
then you will want to use this method. 

 
1. Go into your CLIPxe  program.  
2. If the Work has not been refreshed click on the Daily Routines menu, and then 

click Refresh the workbank.  

 
  

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

 

 
 
4.  Select the “Work Orders” icon 
5.  On Step 4: Select “Upload To CLIP2Go”  
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6.  Choose “Via Internet”-“CLIP2GoWeb” 
 

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

 
·  Show History Back to box allows you to select how much customer 

history you want. The more you choose the longer it will take to transfer 
and it may slow the device down some. Normally the current season might 
be appropriate. 

·  Active Customers will send all of the customers that are not on hold for 
the specified dates to the device.  

·  On Hold Customers allows you to put all of the customers that are on 
hold but still have been active recently. This option could be used for the 
adding customers that might be taken off hold in the near future; if you 
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have them on the device then you can take them off hold and cut their 
lawns when they call you and you are cutting on the field.  

·  Include Vendors will include any record that has the “Vendor” box 
checked off 

·  Include Employees will 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 customers main screen. You 
can leave this blank to include all customers. 

·  Customers active since allows you to narrow down the data to customers 
“Active Since” date in the customer main screen. This can be left blank to 
include all customers. 

·  Filter out CMS Due Dates out to xx in the future option allows you to 
select how many days of CMS notes (Contact Management System notes)  
you want to see. This allows you to see a CMS that is not due until xx 
days. If you select 10 days for example, then you will see each CMS note 
that is due in less than 10 days from today.  

 

 
 

8. After you have completed your selections in this screen click on the “Process and 
Send” button to send the information to the device.  

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

 
 
11. Go directly to the website login page and start using 

  

 
 

 
 
 

SSyynncchhrroonniizziinngg  tthhee  cchhaannggeess  aanndd  rreeccoorrddeedd  wwoorrkk  ttoo  CCLLIIPP  
 

1. After changes have been made on CLIP2Go Web you must get them so 
they can be added into CLIP. Log into your CLIP program and click the button 
that says “Receive”. 

 
2. Choose “Via Internet” - “CLIP2Go” 

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

all done 
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4. The information from CLIP2Go has been put into CLIP. If you downloaded 
recorded jobs you must go into Record Work and complete the process as 
described in this manual. 

 
 

PPrroocceessssiinngg  tthhee  RReeccoorrddeedd  WWoorrkk  ff ii lleess  iinn  CCLLIIPP  
All changes to customers, jobs and CMS are automatically updated when the “Receive” 
process is run. The recorded work files must still be processed.  
 

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 that were 

synced from all devices. 

 
  
 
You will be able to see the processed work by looking in “Mark Work as Done”. 
When posting work with the “Enter Employee Info” option selected, the employee’s 
total time from CLIP2Go’s “Time Clock” feature will automatically be entered into 
the employee time entry screen.  
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UUssiinngg  tthhee  PPrrooggrraamm  
 

VViieewwiinngg  aanndd  EEddii tt iinngg  CCuussttoommeerr   DDaattaa    
 
 

1. Go to the web page login screen. Enter the company serial # and password. 
 
2. Choose the user from the pull down and enter the password 

 
3. After you login you will see the CLIP2Go main screen. This screen is where you 

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

 
 

4. This will bring you to the customer search list. Type the name or number of the 
customer that you would like to find, and click the “Find”. 

 
5. Click on the customer you want and use the Select button.   

 
6. After you select the customer you will be able to change any of the customer’s 

information. Click on the “Jobs” tab to access the customer’s jobs.  
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7. In this screen you can add jobs and change current jobs. To add a job click the 
“Add New” button, to change a job click on the job and then select the various 
tabs. The functionality is very similar to CLIPxe so we will not cover each screen 
in this manual. 

 
 

 

NNootteess    
Have you ever had one of those times when you needed to write something down for the 
office, and searched the truck for a piece of paper? CLIP2Go has a system that allows 
you to create notes that the people at the office can review when they synchronize 
CLIP2Go with CLIP.  
 

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

 
 
 
2. Type in your notes, and then click the “Save” button. Note: You will not see the 

notes the next time you get into “Notes”. This system was setup so that you can 
type in different notes and keep them all separated but they will print out when 
you sync the device. 
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UUssiinngg  tthhee  TTiimmee  CClloocckk    
1. If you use the employee tracking feature in CLIP you can have the employees 

punch in/out at the beginning of the day. Select the “Time Clock” button. 

 
 

2. Select the employee from the list and select “Punch Clock” 

 
3. The employee can punch in and out during the day. When this data transfers to 

CLIP it will only send the total payroll time over, not all the details. You can also 
use the feature for non production employees.  
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4. During the Posting process in CLIP if you chose to record employees the times 
you will notice that the times are already filled out for the employee that punched 
in and out on the time clock. This is just another way that CLIP makes your life 
easier.  
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UUssiinngg  RRoouuttee  SShheeeettss    
 
Select “Route Sheets” 

 
 

 
                                  

AAddjjuusstt iinngg  ccrreewwss  aanndd  ssttaarr tt iinngg  aanndd  ssttooppppiinngg  jjoobbss    
·  The crew pull down will show all the crews that have work. Choose the crew 

for whom you want to see their work. 
·  The employees and foreman will appear.(If you have crews setup in CLIP) 

These are based on the crew setup from CLIP. You can change the foreman 
for the selected crew click on the drop down menu and select an employee.  

·  To remove an employee from the crew click on the employee name and then 
click the “Remove” button.   

  
1. To add an employee click on the “Add” button. This will pull up a screen where 

you can click the employee and then click select in the lower left hand corner.  

 
 

2. Choose what you want to see “Include Jobs” and/or “Include Programs & Rounds” 



 
18 

 
 

 If you chose ”Include Programs & Rounds” you can use the “Set Defaults” 
button to set up the default weather & lawn conditions for the day. You can 
override these settings when recording the actual job. 

 
 
 

3.  When you are done adjusting click the “See Work” button. 
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4.You will see a list of all the customers that have jobs/rounds scheduled. These are 
in routing sequence order. Now select the customer in the grid that you are going 
to do first. In the box underneath the customers it will show the address and 
telephone number of the customer.  

  
    

5. You can select the “G” icon to be taken to Google Maps to see where the property 
is. 

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

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

(maybe it is too wet to cut the grass) click the “Skip” button, to add another job to 
do for the customer click “Add”, and select the job, and press Add.  
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8. If you “Start” the job then this screen will appear. If you click “End” it will end the 
job.  

 
 

9. When you select “End” you are asked if the job is completed.  
 

 
 
10.  If you say no, this allows you to tell CLIP that this is a multi-day job and also 

provides another valuable feature. If the crew takes a lunch they can stop the job 
then restart it. If more employees show up or leave you can stop the job, make 
changes to the crew then restart the job. A job that is incomplete will show with an 
“I” in the Status column. 

 
11. To do a group of jobs click on the “Add Another” Button. Grouping allows you to 

take a group of jobs for the same customer or multiple properties and spread the 
total time spend over all the jobs. 



 
21 

 
12. Select the next job from the same customer or another customer that you want to 

add the group and click “Add to Group” 

 
  

13. If you have more jobs to include in the group click on “Add Another”.  
14. When you have added the last job to the group click on the “End Group”.  
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15. If you don’t need to do a grouped job, just click on the “End” button when you have 
completed the job.  

 
16. If you want to add a note to the bill just click on the “Add Inv Note”.  
 
17. To proceed to the next job click on the next customer and select the “Start” button  

 
 
18. Keep on following the process until you have completed or skipped all of the jobs 

on your route.  

  

RReeccoorrddiinngg  FFeeaattuurreess  ffoorr   RRoouunnddss  
If the job is a “Round” a different set of options appear on the bottom of the job screen. It 
allows you to adjust the Conditions and Enter the Chemicals used.  

 
 
Select the “Chemical” button to change the quantity used, add a new chemical or delete a 
chemical. When adding a new chemical the Quantity will be automatically calculated 
based on the Rate and Area. You can adjust this quantity if needed.  
Note: Usually this quantity will be fine because it is transferred from the original setup 
for the round in CLIPxe.  
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Select the “Condition” button to override the defaults (if you set them up in the Get Work 
screen) 

 
 
 

 
 

 

SSwwii ttcchhiinngg  bbeettwweeeenn  EEnnggll iisshh  aanndd  SSppaanniisshh    
 
CLIP2Go can switch all the names of the buttons and labels from English to Spanish. 
You can switch between Spanish and English in 2 places. The first is on the log in screen 
and the second is on the main screen.  
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CCLLIIPP22GGOO::    EEmmppllooyyeeee  TTrraaiinniinngg  IInnssttrruucctt iioonnss 
This can be used as a field guide to train your employees 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 their password 

 
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 the employees on the crew are correct. 

Select “See Work” 
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7. Select the customer that you will be going to. The first customer is already 
selected for you.  

 
 

8. Click on “G” icon open Google Maps to guide crew to customer 
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At Customers property 

9. Click “Select” 

 
 

10. Choose job as appropriate. Click “Start” when beginning 
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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 
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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 in CLIP 

 
2. Click “Upload to CLIP2Go” 

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

 
5. Choose appropriate options. Click “Process and Send” 
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6. Click “Process” Process can take some time depending on how much data you 
choose to send. 

 
 

7. Files will upload to internet and the window will close when done. You can use 
CLIPxe while it is uploading since this is a separate program. 
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Back at Office after all Crews return for day or anytime during the day 

1. Select “Receive” in CLIP 

 
2. Select “Via Internet”- “CLIP2GoWeb”. Click “Process” 

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

 
4. Click on “CLIP2Go” 

 
5. Click “Process” 
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6. Review the marked work as normal and post. Employee time clock punch 

times will be filled in if you are using that feature. 
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FFrreeqquueenntt ll yy  AAsskkeedd  QQuueesstt iioonnss 
In CLIPxe-Record Work I can’t see work that has been recorded 
The crew range you have selected on the previous screen is not including the crew 
number that was recorded work for. 
 
I get a message that says users is already logged in. 
They did not use the Logout button but rather used the X to close the program. The 
program will kick the user out automatically in 15 minutes of no use. 
 
I get a message that says I have no more licenses. 
Check to make sure another user is not in the program or if you have it open multiple 
times. If you used CLIP2Go in the past you must unregister the devices in CLIP. 


