URGENT

Registration is FREE and EASY.

1. Fill out the registration form in the program under Help<Customer
Forms<Product Registration

2. Mail it or Fax it to (301)874-3613

3. You will receive a Company Code via mail. Enter this code under
Help<Customer Forms<Change/Register Company Info

4. Restart CLIP and your information will be installed

Important: You must send in your Registration Certificate 30 days or
sooner if you decide to keep the program

Do not let 90 days elapse before you have registered with us! If you do, you

may receive an error message, “Code 483", which indicates that you are operat-

ing a non-certified copy of CLIP. If you do get this code, call us at 800-635-8485
immediately. You will be able to bypass the error message by pressing <Enter>,

However, you may only bypass this message for 10 days. Don't wait for this to

happen. Send in your Registration Certificate as soon as your 30 day trial pe-

riod is over. If you do this, you will not need to call SSland your use of  CLIP will
not be interrupted

Please note that an uncertified copy of CLIP will only allow
you to close the month three times and you will get an “Agree
to Terms” message each time you start CLIP.

Note: Once you have registered your CLIP program you can no longer
return it.
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License & Warranty

Copyright

©2008 Sensible Software, Inc.

All rights reserved. Sensible Software, Inc.
218 West Patrick St

Frederick, MD 21701

License and certain restrictions

Use of the CLIP software on more than one computer is only possible if you
have purchased the multi-user version. CLIP will run on a network, but only
one person will be allowed to use it at one time unless the multi user option is
purchased. You may copy the software for backup purposes, provided that you
reproduce all copyright and other proprietary notices that are on the original
copy of the software. You may transfer the software and all rights under this
Agreement to another party together with a copy of this Agreement if the other
party agrees to accept the terms of this Agreement and pays a transfer of own-
ership fee. If you transfer the software, you must at the same time either trans-
fer all copies whether in printed or machine-readable form to the same party or
destroy any copies not transferred (see Transfer of Ownership Form).

You may not copy the software. The software contains trade secrets, and in order to
protect them you may not decompile, reverse engineer, disassemble, or otherw ise
reduce the software to human-perceivable form. You may not modify, adapt, trans-

late, rent, sublicense, assign, lease, loan, resell for proof, distribute, or create deriva-

tive works based upon the software or any part thereof.

This software is protected by copyright laws and international copyright treaties, as
well as other intellectual property laws and treaties. The software is licensed, not
sold. This license gives you certain limited rights to use the software, software cop-
ies and related materials. You do not become the owner of and Sensible Software,
Inc. retains title to all the software, software copies and related materials. In addi-
tion, you agree to use reasonable efforts to protect the software from unauthorized
use, reproduction, distribution, or publication. All rights not specifically granted in
this license are reserved by Sensible Software, Inc.

Disk warranty and limitation of liability

The sole warranty regarding the software is that the original CD is free from physical
defects in material and workmanship, assuming proper use, for a period of one (1)
year from the date of your purchase. If such defect occurs during the period, you

may return (postage paid), your faulty disk to Sensible Software, Inc., along with a
dated proof of purchase, and your "CLIP Registration Certificate" (if we do not al-
ready have one on file). Sensible Software, Inc. must have your "CLIP Registr ation

Certificate" in its possession at the time of return. We recommend that you insure
any defective item being r eturned, or assume the risk of loss or damage in transit.

Under no circumstances, and under no legal theory, tort, contract or otherwise, will
Sensible Software, Inc. be liable to you for any damages, including any lost profits,
lost data or other indirect, special, incidental or consequential damages, arising out
of the use or of the possibility of such damages, or for any claim by their party.
This limitation of liability shall not apply to liability for death or personal injury
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to the extent applicable law prohibits such limitation. Furthermore, some states
do not allow the exclusion or limitation of incidental or consequential damages
so this limitation and exclusion may not apply to you.

Your sole and exclusive remedy for any breach of warranty is that Sensible Soft-
ware, Inc. will at its option either refund you or replace our software so long as
you return the software with a copy of your dated proof of purchase within 30
days of purchase date. Except for the express warranty of the original disks set
forth above, this software is provided "As-Is" and you accept the entire risk as to
the quality and performance of the software. To the maximum extent permitted
by law, Sensible Software, Inc. disclaims all other warranties, express or implied,
by statute or otherwise, regarding the software, including the fitness for a par-
ticular purpose, quality, merchantability, or their noninfringement. No oral or
written information or advice given by Sensible Software, Inc., their respective
employees, distributors, dealers, or agents shall increase the scope of the above
warranties or create any new warranties. The liability of Sensible Software, Inc.
under the warranty set forth above is limited to the amount paid by the customer
for the product. Some states do not allow this exclusion of implied warranties,
so the exclusion may not apply to you. In that event, any implied warranties are
limited in duration to one (1) year from the date of your purchase of the soft-
ware.

This Agreement shall be null and void without notice if you fail to fulfill your

financial responsibilities to Sensible Software, Inc. This failure can be caused by

but not limited to: a stopped or returned check, failure to pay the agreed-upon
payments, failure to pay the credit card debit placed on your account, or failur e
to pay any debts incurred with Sensible Software, Inc. including but not limited

to: Support, yearly update fees, or any other fees that you have agreed to pay.

If this Agreement is breached, Sensible Software, Inc. can terminate this Agree-
ment without notice to you and stop the software from functioning until satisfac-
tory payment has been received. In the case of missed payments, the complete
debt can be required if payments are not met according to our Agreement. At
our discretion, we can require you to return all software copies and related ma-
terials, but the return of such does not require us to refund, credit or in any way
return moneys to you already collected or diminish your debt to us. We can also
enforce our other legal rights.

We reserve the right to change this warranty policy and license.
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Introduction

Who is Sensible Software?

gCLIPxe versus

Other Products

Sensible Software, Inc. evolved from a lawn maintenance company in the

early '80s. At that time, there was no software on the market that met the

unigue needs of the Service Industry. Out of necessity, CLIP was developed
by the lawn maintenance company and performed only the most basic func-

tions of routing, scheduling, and billing.

After several years of using and enjoying CLIP's time saving benefits, the
makers of CLIP realized how greatly other Service Industry professionals
could benefit from  CLIP. CLIP was first offered for sale in January 1986 and
has been continually made more powerful and easier to use with every up-
date.

Our unique firsthand experience in the Service Industry provides us a unique
perspective and helps us to anticipate the needs of Service Industry profes-
sionals. With thousands of loyal customers throughout the United States and
$250,000 of research and development being poured into CLIP each year,
CLIP continues to evolve and be enhanced, keeping you, the user, competi-

tive in today's tough marketplace.

Sensible Software, Inc. now offers 2 versions of  CLIP:
CLIPxe

gCLIPxe

If you are growing, we'll accompany you as far as you want to go!

CLIPxe

The main difference between  qCLIPxe and CLIPxe is where the billing is
done. In qCLIPxe all the transactions are sent to Quick Books for billing and
payment. In CLIPxe all the billing is handled internally.

ERouter (Palm Pilot integration)

Projects (Bidding for projects that have parts and materials)

How to use this manual

Tutorial Manual

This tutorial manual is written to explain the basic concepts of how to set
up and use CLIP. It will not go through every option that is avaible on each
screen. If you click on the ? icon in any screen and then click on the option,
the Help program will start and show you whatever specific information
about this option that is available.

We strongly recommend thatif you are new to CLIP you take the time to com-
plete the Tutorial. The Tutorial will take you through a step-by-step process

of utilizing CLIP to its maximum capabilities. It will provide you with the
understanding you need to avoid common pitfalls new users often make and
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it helps to reduce your learning curve. It provides explanations that will help

you to understand concepts and terms specific to CLIP. Ultimately, using the
Tutorial will enable you to quickly realize CLIP's full benefits and produce the
reports you need for a strong and thriving company.

Personal Note:

Take the time to go through the Tutorial —it will save you time and frus-
tration in the end! It is also recommended to experiment on a second-fake
copy of CLIP. You can install CLIP on another machine for testing or playing
around with. CLIP is very powerful software and you should not expect to
learn this overnight. Set aside some dedicated time to learn this. We guaren-
tee that if you put the time into now you will save a ton of time and make a

lot more money later on.  You need to make this time investment in your
business.
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Important Information for New Users

Your Satisfaction Guarantee

Your CLIP program may be returned up to 30 days from the date of invoice.

Do not send your Registration Certificate to Sensible Software, Inc. until your
30-day trial period has expired. CLIP is not refundable after it has been certi-
fied.

If you decide to return  CLIP, you must return all materials in resellable condi-
tion.

FrkkkkkeeekRkYou must call Sensible Software, Inc.  before returning your
CLIP to arrange the details and obtain an RMA number. Any return re-

ceived without the proper RMA number on the outside of the box will be
refused.

This money-back guarantee only applies to CLIPs sold directly by  Sensible
Software, Inc. The money-back guarantee does not apply to upgrades of
any kind, nor software purchased anywhere other than SSI The money-back
guarantee applies only to the original invoice. You may return CLIP for a
refund only once.

The Registration Certificate

After thirty (30) days from the date of purchase or upon deciding to keep the
program, you must fill out the Registration Certificate (in the program un-
der Help< Customer Forms< Product Registration) and return it to us by fax:
301-874-3613, or by mail:

Sensible Software, Inc.
218 West Patrick St
Frederick, MD 21701

Failure to register may cause an interruption in running your CLIP pro-

gram

Once you have registered your  CLIP program with us, your program is no
longer refundable.

When we receive your Registration Certificate you:

» Become alicensed CLIP user

Annual Service Agreement-11



CLIP Partner Program Agreement

*  Will receive by mail (2 to 3 weeks after we receive your Registration Cer-
tificate) a personalized “Company Code”, which will allow uninterrupted
use of CLIP. This "Company Code" will embed your company information
into the program. You can start using CLIP immediately, but you must
receive and install the certification "Company Code" in order for CLIP to
run without interruption.

Important: You must send in your Registration Certificate

Do not let 90 days elapse before you have registered with us! If you do,

you will receive an error message, "Code 483", which indicates that you are
operating a non-certified copy of CLIP. If you do get this code, call us at
800-635-8485 immediately. You will be able to bypass the error message by
pressing <Enter>, however, you may only bypass this message for 10 days

Don't wait for this to happen. Send in your Registration Certificate as soon as
your 30 day trial period is over. If you do this, you will not need to call SSI
and your use of CLIP will not be interrupted.
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Using Technical Support
Your successful use of CLIP is important to us. We have programmers and
support technicians eager to serve you. Technical Support is one of the ben-
efits of your CLIP Partner Program (CPP).

Every CLIP software program with  CPP, comes with a unlimited free tele phone
technical support by appointment

Support Hours (Eastern Time):

Our Technical Support line is open from:

Monday - Friday, 8:00 a.m. - 4:30 p.m. Eastern Time

Phone: 1-800-286-1709

E-mail Support

One of the fastest ways to receive Support is through e-mail. The address is:
support@clip.com. We endeavor to have all email responses back within 24
hours.

Telephone Support

We will make every effort to answer calls in the order received. When you call
800-286-1709 for Technical Support, leave your name, company name, CLIP
number, and a brief explanation of your problem or question. We will try our

utmost to return your call within two hours. Calls are returned on a order of

CPP customers first then Non-CPP customers. All calls received before 4:30

p.m. Eastern Time will be returned on the same day.

If you have made a call to Technical Support and wish to find out where your
call is in the queue, call our Customer Service Department at 800-635-8485.

Telephone Appointments and Tutorials

Appointm ents an d step-by-step tutori als are available. Itis bestto not ify Sen-
sible Software, Inc. 12 hours in advance of your desired appointment time.
We will confirm the time. Call our Customer Service Dept. at 800-635-8485.

Emergency & Other sources of telephone support

There is a third-party support vendor of CLIP who can provide you with inde-
pendent support services. Call 1-800-635-8485 for details. These services
will be billed to you by the third party, independent of Sensible Software, Inc.

Fax Support

Technical Support via fax is available for non-urgent questions. Our fax num-
ber is 301-874-3613. We attempt to reply quickly, as time allows. It may
take up to 3 business days. If your question is more intricate than can be
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answered via fax, we will call you.

Maximizing the value of your support time

This manual includes a General Tutorial to minimize your learning curve.
Follow the steps in this tutorial closely. Take time to become familiar with
CLIP's features and benefits. Enter data carefully and precisely.

As a new user, you may have many questions. Some questions may not be
answered in the tutorial. We recommend that as you use the tutorial and
enter jobs, that you keep a notebook beside you and jot down questions as
they arise. When you have accumulated several, or when you have come to
a place where your questions prevent you from going further, call Technical
Support at 800-286-1709.

Documenting Technical Difficulties

We improve CLIP all of the time due to your input and advice. We appreciate
the many well thought out suggestions that we receive in the mail or via fax
from our customers. Keep them coming! Suggestions can be sent by email to
wish@clip .com

Sometimes the problem will be with the hardware and sometimes with other
seemingly “unrelated” software. If you have a problem, it is very important to
write down exactly what happened and exactly what you were doing when it
happened.
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If you have programming suggestions, fixes, or other information you

would like our technicians or programmers to know about, please email us
(support@ CLIP.com) or fax us at (301) 874-3613. These calls are billable if
placed to the support line.

Benefits you receive from your CPP Agreement
* Unlimited appointment telephone support (1 hour of time per appoint
ment)
* Prority telephone support over non-CPP customers

* 1 hour of non appointment telephone support per month (max of 5 hour
on account)

* Free use of Know-It-All software

* Free CLIP Online backup service (up to 1 Gig)

* Free monthly Webinars (training via internet)

» 1 user license of CLIP2Go

* Education CD

» Free updates for any changes or enhancements to your present version.**
Updates may be requested from our web site: www. CLIP.com. and then
downloaded with the returned instructions

» 1free CLIP education class per 365 day period.

* Free e-mail support is also available for non-urgent, non-intricate qu es
tions. Response to e-mail tends to be quicker than those by fax. (We

recommend that every  CLIP user have e-mail and Internet access.)

» Free fax support. Please allow up to 3 days for a response. Use tele
phone support for more intricate or urgent questions.

» Information on the latest enhancements to your CLIP program.

* Ability to change company name, address, phone number, etc. free via
email. Charges apply if physical disks need to be sent

* (12/07) Prices subject to change without notice.

** "Updates" are minor adjustments and enhancements to current ver-
sions of the product. "Upgrades" are completely new versions of a
program.
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Making Changes to your Registered Copy of CLIP

Changing your company address or phone number requires permanent pro-
gramming changes to your  CLIP program.

Changing your company name requires permanent programming changes to
your copy of CLIP. Call SSI for details.

Transferring ownership also requires permanent programming changes to
your copy of CLIP and costs $295.00.

Shipping

The charges include ground shipping and normally takes approximately 10
business days to process. “Rush” service, 2 business days, is available for an
additional expense. These prices and delivery times apply only to customers
within the continental United States. Outside this area, please call S ensible
Software, Inc. at 800-635-848 5 forup to date pric es and delivery times. Your
written authorization is required before Sensible Software, Inc. will make any
of these changes.

Additional tech services $15 0.00/hour

Extra CLIP Class attendees $175.00/per day
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isual CL

Installing CLIP

General Information—Before Installation

Path of Least Resistance

Path for new users

If you are new to CLIP, fol-
low the path below for

the fastest way to get up
and running with  CLIP

Read this chapter

~

e
Install CLIP

~

e

Go through the Tutorial

~

e

Enter data/Import data

~

€

Start benefitting from  CLIP in
your company.
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Hardware and Software Requirements
Hardware Requirements and Recommended Options

Required Recommended
Processor: Pentium Class Pentium Class
RAM: 128MB 1GB
Hard Drive: 100 MB free space* 500 MB free space*
Monitor: SVGA running 17"+ SVGA running
1024X768 resoluti on 1024x768 resolution
Printer: Windows compati ble 600dpi Laser

Dot Matrix (not recommended)
Ink Jet or Bubble Jet
300dpi Laser

System Software Requirements and Recommendations

Required
Single-user operating system: Windows Windows XP/2000/VISTA
Network operating system: Windows 2000, Windows 2003/VISTA

*Space requirements vary depending on the number of customers you
have.

Tips and Warnings
Throughout the installation (and in the rest of this manual) you will see the
word "default”. If you fail to make a selection, the "default" is the setting or
entry that is chosen for you. You can accept the "default” settings/entries or
enter your own choices. It is best to accept the defaults in the qCLIP instal-
lation. The following guide will tell you when you will need to chose some-
thing other than the default.

Always exit qCLIP by choosing "Exit ~ CLIP System" under the Files pull-
down menu. Do not exit by pressing the reset button (the term is “re-boot-
ing”) while any software program is ru nning. lItis likely that you will lose or
damage data if you exit in this way.

BACKUP, BACKUP, BACKUP! We cannot stress this enough. How often

should you backup? Never work any more hours on your computer with outa
backup than you can afford spending reentering the information you entered

since your last backup. For your own peace of mind, get into the habit of

regularly (daily) making backups of qCLIP.

See the chapter on Backup Procedures for details about backing up and
restoring data.
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Installing qCLIP

gCLIP is a stand-alone application and by default will be installed to C:\CLIPv

Network users: If you are installing gCLIP on a network make sure to
install this from the actual server machine. Each work station will also

need a small install done in order for them to access gCLIP on the net-
work. See the Network instructions later in this chapter.

Insert the CD-ROM. (In most PC's this is called the D drive)

The CD-ROM should automatically start the installation by itself. If it
does not:
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Type the drive letter followed by a colon (:) and the word "setup.” For in-
stance, if your CD-ROM drive is the D drive, type "D:\setup" (just what's
the quotes). Click OK or press <Enter>. The installation will be underway.

Click the Windows Start button.

Internet
Internet Explarer

:F)__I E-mail
| =) Microsaft OFfice Cutlook

CLIP
2007 Rz

4

Mebwork KIA

Microsoft OFfice Excel 2003

Re s

- __
3 Mokepad
\‘ Adobe InDesign C5
® Windows Media Plaver

-

i,
_.J My Documents

[ b My Recent Documents #

g My Metwork Places

Control Panel

@, Set Program Access and
Defaulks

e_‘ Conneck To 4
—

j:::é_ Printers and Faxes

9_) Help and Support:

= Type the name of a program, folder, document, ar
= Internet resource, and Windows will open it For you,

v

IR

[ Cancel H Browse, ., ]

inside
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CL

Welzome to the Visual CLIP Setup program. This
progranm will inztall Yizual CLIP an wour computer.

It iz ztrangly recommended that you exit all Windows programs
before running this Setup program.

Click Cancel to quit Setup and then close any programs pou
have running. Click Mest bo continue with the Setup program.

WwrARMIMG: This program iz protected by copyright law and
international reaties.

IInauthorized reproduction or distribution of thiz program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prosecuted to the maximum extent pozsible under law.

Cancel |

Throughout the installation process, a series of screens will appear, and each
will ask you a question about your qCLIP setup. Unless you are a network
user, it is best to accept the default settings (this will make updates, support,
etc. easier). All you need to do is the hit the Enter button at each choice.
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Choose Destination Location x|

Setup will inztall Vizual CLIF in the following folder.
Toinztall to thiz folder, click Mext.

Toingtall to a different folder, click Browse and select another
folder.

“ou can chooze not o install Yizual CLIP by clicking Cancel to
exit Setup.

" Destination Folder

C:ACLIPy Browse. |

< Back Cancel |
Network users: Change the default location of C:\CLIPv . Do not put the

CLIPv folder directly on the C drive of the server. Change the target
directoryto  C:\NetCLIP \ CLIPv by selecting the "Browse" button. You will
have to hand type this path unless you first make a folder called NetCLIP
through My Computer or Windows Explorer.

Click the type of Setup you prefer, then click Mext.

2. Client Setup

— Dezcrption

Typical Setup: Installz all files necessam to run Yisual Clip
[executable filzz. data files, and dils]

< Back I Mest » I Cancel

Choose Typical Setup for installation on a stand alone computer or for install-

ing on the server.

Network users: After installing this on the server you must map a drive
on each workstation to the NetCLIP folder on the server. Locate the
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CLIPv\Client folder and and run the setup.exe. This installs necessary
files onto the workstation as well as creating the correct Icons and
shortcuts.

You will be notified when the installation is complete.

You can select "Launch  CLIP Now" if you chose or select "Finish"
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Starting qCLIP for the first time

You can start gqCLIP by going to Start > Programs >  CLIP Software > CLIP or
from the Icon created on your desktop.

After you have double clicked the ~ CLIP icon, you will see the following
screen.

When you start qCLIP for the firsttime and after a transfer of information you
will be prompted to enter a "Product Code". This code is located on the letter

that was sent. It must be typed in exactly as shown and in all CAPITALS.

Please pay attention to whether you have the letter "O" or the numeral

"0".

You will then be prompted to enter the gCLIP number. This is the Serial Num-
ber also included on the letter.

You are shown ¢CLIP's usage and licensing terms. After you send in your
certification, this screen will no longer display. If you agree to the terms,
click Agree to the Terms

If this is your first gCLIP installation and you are uncertified (new pur-
chase) you will be prompted to enter your information

The information you enter here, will be used for route sheets, headers on
reports and letters until you become certified. Type it as you would like it to
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appear on these items.

gCLIP will index your files to make sure that all of your databases are in sat-
isfactory condition.

When the indexing is done, gCLIP is ready to use!

FREQUENTLY ASKED QUESTIONS

1. On transferring data | get an error that says: File “REP\RELADDGO”
does not exist.

This may rarely happen. Certain older versions of qCLIP had some code that
causes this error when moving the data over. Just select “Ignore”. Everything
will be fine and the error will never appear again.

2. | receive a code #483-T

“Code #483-T. Program has timed out. Please make sure you have entered

the latest Product Code, Otherwise call CLIP Software at (800) 635-8485" You
will need to get a new Product Code from CLIP software (You can bypass the
error message by pressing <Enter>, however, you may only bypass this mes-
sage for 10 days.)

3. I receive a System Abnormality message.

If a system abnormality occurs, you should first try indexing your files:

Go to Files>Index Files>"No.” (Click “Yes” if the problem pertains to a cus-
tomer history.) If Indexing does not solve the issue, Close CLIP and go to
Start>Programs> CLIP Software>Repair Databases and run this program. Re-
start CLIP. It will re index all the files automatically. If this process does not

fix the error, call CLIP Technical Support: 1-800-286-1709.

4. | receive an error 115 or 623 when installing an update.

An error 623 is caused usually by one of 3 possible causes:

A. The CLIP program is open during the update process.

Solution: Close ALL instances of the  CLIP before applying the update.
B. Virus Software/Task Scheduler Interference

Solution: This error usually occurs because a virus-checking program is be ing
used on the system. When this problem occurs, disable any anti-virus soft-

ware running. Also, “pause” any “Task Schedulers” that may be running as

well.

C. (Download issue only.) The “update.exe” file was placed in the same
directory as CLIP, which has a component named “update.exe.” When the file
is extracted it cannot be “locked” for a file “write” since the file is in use dur-

ing the update process.

Solution: Place the update from the web site in a temporary directory on the
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hard drive and execute it from there instead of the root of CLIP

Tips for New Users—Keyboard Usage, Conventions and Terms
If you are already familiar with the Windows Operating system, you can pr oceed to the
next chapter. If you are new to computers and software, please take a few minutes to read
the following. It will help you understand the rest of this manual.

The <Enter> key is the same as the <Return> key on some keyboards.

The <PageUp> and <PgUp> keys are the same. The <Page Down> and
<PgDn> keys do the same function.

The <Control> (or <Ctrl>) key is called a "modifier." Itis only used in c on-
junction with another key. Holding it down as you press another key modi -
fies the regular function of the second key.

Example: If you have text selected and hold the <Ctrl> key down and
press the letter <C>, the computer will interpret it as the "copy text"
command and will place the selected text on your CLIPboard.

The <Alt> key is another modifier used only in conjunction with another ke y.

Click
When the word "Click" is used in this manual it refers to pushing your left
mouse button. You may also tab (or use the arrow keys) to the desired field
and press <Enter> to accomplish the same function.

Keystrokes
You will notice as you move around in CLIP that several different keys often
function similarly. For instance, in several screens you may select an op-
tion by using your arrow keys or <Tab> to move the highlight to that option
and press <Enter>. Or you may just type in the letter that is underlined in
that option while holding the <Alt> key down to move directly into the next
screen (such as* A”to Add Customer in File Maintenance ).

When you are in edit mode you should always use the <Tab> key to move
from field to field. A mouse is generally a slower method of selecting an
item, but if you are only making a few edits to a screen, it is often faster to
use a mouse to jump down to a field than it is to use your <Tab> key.

Cursor
You can find where you are on the screen by locating the blinking vertical
line. This line is called a cursor.

Answering questions CLIP asks
Quite often, CLIP will give you a suggested (default) answer in a field where

it is asking you to enter information. This is to speed your work along by al-
lowing you to just press <Enter> rather than clicking or typing.
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Examples of submenus, push buttons, and check boxes:

Submenus (also called pull-down menus)

Submenus are lists of choices that "pull down" when you click on their title.

Push Buttons

Push buttons are easily recognized, since they look like actual buttons. This
manual will frequently refer to them simply as "buttons."”

The Default Push Button

Often CLIP will supply a recommended next step choice in slightly darker
shading than other choies.
Check Boxes

Check boxes are options that you can "check" or “un-check”. If the box has
a check mark in it, it is selected. You can check or uncheck a check box by
either clicking on it directly with your mouse, or by using your space bar.

Using a mouse is usually easier for the beginner, but once you learn the key-
board shortcuts you will find that you work faster from the keyboard. CLIP
uses the standard Windows interface guidelines to help you learn quickly.
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Movements within large screens and lists

Dates

If the list is large you may not be able to see all of it at once. To move quickly
up or down a long list, you can use the '<Page Up>' or the '<Page Down>"'
keys to move several positions at a time. Sometimes these keys are desig-
nated '<PgUp>' and '<PgDn>". In some long listings the '<Home>" key will
take you to the first item, and '<End>" will take you to the very last item.
Quick movements from the top to bottom, first to last, or vice versa can fre-
guently be done by using the arrow keys in contrary directions. For example,
at the top of the list, pressing the arrow key moves the cursor to the bottom.

All dates used in  CLIP are in the MM/DD/YY format. CLIP automatically
checks for illegal dates. You cannot enter 02/29/99 (1999 is not a leap
year), but you can enter 02/29/04 since 2004 is a leap year.

Quick Method Date Entry:

On almost all the date fields, you can use the following short cuts:
Todays date

First day of the month

Last day of the month

First Day of the Year

I < T Z -

Last Day of the Year

+

Add one day
- Subtract one day
*  One month later

/  One month earlier

Leaving any level of a CLIP Submenu: <Esc>

In CLIP you can almost always return rapidly to the previous menu by press-
ing the <Esc> key.
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General Tutorial

The General Tutorial Overview

This tutorial is designed to walk you through all of the steps involved in set-

ting up your company to use  qCLIP. gCLIP is an extremely powerful tool, that
will help you manage your company mor e effe ctively. So you can work smart-
er not harder. As with any power tool, you will need to take time to learn to

use and set it up properly. That is precisely what the General Tutorial is for.

Do not expect to cram this tutorial into a one day session. As with anything,
you will learn much more effectively with shorter, repeated sessions. Itis
recommended that you spend no more than an hour or two, at a time, going
through this tutorial.

We have broken the General Tutorial into "phases" and each "phase” into
"steps", to make it easier to follow.

Phase 1: Importing Customers' Information
Step 1: Verify data is properly set up in Quick Books

Step 2: Import Quick Books data into qCLIP

Step 3: Grant permission in Quick Books

Phase 2: Entering Customers' Information
Step 1: Setting up a pattern or master form for customers

Step 2: Adding new customers and changing information

Phase 3: Setting up jobs for your customers
Step 1: Setting up pattern jobs

Step 2: Entering jobs to your customers' files

Phase 4: Printing Route Sheets and Recording Your Work
Step 1: Printing Route Sheets

Step 2: Recording the work

Phase 5: Entering a manual charge to a customers account

Phase 6: Transferring to Quick Books
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Gathering Information

Before you begin to enter information there are several steps you should first
take.

* Collect all the job information for your customers.

» Decide on an activation date

The activation date is the date on which you plan to be fully operational
on gCLIP— that is, all customer and job information are entered.

Do not be o verly optimistic. If you are a new qCLIP user with 100 custom-
ers, expect to work on the data entry and setup for at least 10 hours.
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Phase 1: Importing Customers' Information

Setting up QqCLIP:
1. Verify data is properly set up in Quick Books

2. Import Quick Books Data into  gqCLIP

3. Grant permission in Quick Books

Step 1 — Verify Quick Books is set up correctly

1. You must have your Chart of Accounts set up with at least one "Income"
type account and an "Accounts Receivable" type account

2. You must have Sale Tax option turned on in Quick Books. In Quick Books
go to Edit>Preferences.

Choose "Sales Tax" from the list at the left. Choose "Company Preferences"
tab at the top. Make sure "Do You Charge Sales Tax?" is set to "Yes". Even if
you don't charge sales tax you must set this to yes. You can make all your
items as nontaxable so tax is not charged.
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3. You must have at least one "Service" type item set up in your "ltem" list

4. If you want to use the discount feature in gCLIP you must set up discount
items in Quick Books.

5. If you use class accounting in Quick Books (most companies do not) you
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must have at least one Class set up in Quick Books

6. In order to communicate with Quick Books the users must have "Sales and
Accounts Receivable" set to "Full Access

and "Sensitive Accounting Activities" must be set to at least "Selective Ac-

cess"-"Create Transactions Only"
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7. There are certain assumptions that qCLIP must make about how your
Quick Books is set up. Quick Books has open fields for you to enter a cus-
tomers information and it does not force you into formatting the information
a certain way. We are assuming you have set it up according to the Quick
Books guidelines.

The following rules apply:

The “Customer Name" (QB) will go into the Property Name( gClip) exactly as

entered.

The first line in the “Bill To”(QB) will go to the billing name in qCLIP

The second line in the “Bill To”(QB) will go to the billing address in qCLIP ex-
cept if a "C/O,clo, C.O., or c.0" is found at the beginning of the second line.

We will assume that this is a "Care Of" and will put it into C/O in gCLIP

The third line in the “Bill To”(QB) will go to the billing city, state, zip in gCLIP
except when the "Care Of" is found, then this will go to the billing address in

qCLIP

If the "Care Of" was found, the fourth line in the “Bill To”(QB) will go to the
billing city, state, zipin  qCLIP

In Quick Books you can click on the "Address Details" button to verify that
you have entered the information correctly. See the sample below
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The second line in the “Ship To”(QB) will go to the property address in qCLIP

The third line in the “Ship To”(QB) will go to the property city, state and zip
in qCLIP

If you do not have the “Ship To” information filled out in Quick Books the
Property info will be filled in from the "Bill To" when transferred into gqCLIP.

If you have the address on the first line either in the “Ship To” or “Bill To” the
data will not go to the correct place.

If the data is incorrect or missing, most likely the data was not entered into
Quick Books correctly. You can manually fix anything that needs changing.

Step 2 — Importing Quick Books data into qCLIP

Important Note: Prior to Quick Books 2002, Quick Books allowed duplicate
customers and items. If you have been using Quick Books before that version
you MUST make sure there are no duplicate customers or items. This in-
cludes customers and items that are inactive. If you have duplicate customers
or items you will get an error when you try to transfer. If you have a duplicate
you must change the name of one of them.
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If the following process fails or generates errors please see the troubleshoot-
ing section in this manual.

1. Open qCLIP

2. Go to the “Quick Books Functions” menu option and select “Import data
from QB”
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Options
Customer List

Selecting this option will import the Customer Job List from Quick Books.

Include Jobs and Sub-Jobs

In Quick Books you can have customers and then have “Jobs” under each
customer. If you select this option, qCLIP will create a new customer number
in qCLIP for each job. This gives you the ability to have multiple jobs per
customer. A good example of this would be a Burger King that has various
locations. You would select this option if you have that type of customer in
Quick Books Pro. If you mainly do residential services, you will not need to
select this option because all billing will be going to the main customer.

Note: In Quick Books they are referred to as "Customer: Job List" and in qCLIP
they are referred to as customers.

Update CLIP Customer Addresses

If you make changes to a customers information (not his name) in Quick
Books this option will update the information in qCLIP.

Do not select this for the first time since you will want all the customers to
transfer in.

Only New Customers Created Since

This feature allows you to only import new customers added in Quick Books
using a particular date in which they were added in Quick Books. This speeds
up the process on future transfers if you have a large customer base.

Do not select this for the first time since you will want all the customers to
transfer in.

Only Customers Modified Since

When this option is selected it prompts you to enter a date. The date you en-
ter is customer information modified from the date used. This speeds up the
process on future transfers if you have a large customer base.

Do not select this for the first time since you will want all the customers to
transfer in.

New Customers should start at #

We recommend you start your customers with number 100. This will leave
room for employees (you will learn about this latter).

Item List (This is required the first time)

Selecting this option will import the Item List from your Quick Books Pro
company file.
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Class List

Selecting this option will import the Class List from Quick Books Pro. You
only need to select this if you do class accounting in Quick Books. Most com-
panies do not.

Customer Message List

Brings over the Invoice messages from Quick Books. You will be able to as-
sign one of these when you transfer the data back to Quick Books for invoic-

ing.

Invoice Templates

This feature only applies to Quick Books 2004 or newer and if you have set
up custom Invoices in Quick Books . This will allow you to access these latter
on.

Note: Only active customers and active items will be transferred over.

3. For the first transfer, log into Quick Books as admin and in single user
mode.

4. After selecting the correct options select "Start Import" from qCLIP.

5. You will be prompted to make sure that you have a backup of Quick Books

6. After selecting Yes, CLIP will try to connect to Quick Books. You will now
need to switch to Quick Books by clicking on Quick Books on the task bar at
the bottom of your Windows screen

Step 3 — Grant permission in Quick Books

The first time you import data from Quick Books or export data to Quick
Books from qCLIP, Quick Books will display the following forms informing
you that an application is accessing your Quick Books company file. Thisis a
security measure implemented by Quick Books to ensure that an application
cannot access your Quick Books data without you knowing it.
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The first form displayed will inform you that gCLIP is attempting to access
your Quick Books company file and will ask if you wish to allow this opera-
tion.

1. Select “Yes, whenever this QuickBooks company file is open™, Quick Boo ks
will not ask you this question the next time.

If you select “No”, gCLIP will NOT be able to access your Quick Books data.

2. Selecting Yes will display another form allowing you to confirm that you
wish to allow qCLIP to access your Quick Books data. It will also inform you
that you will have the option to revoke this permission at a later time if you
wish to.

3. Select “Yes” which grants  gCLIP permission to access your Quick Books
company file.

4. You will now see a confirmation screen. Select "Done"
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Leave Quick Books open - you can minimize it

4. qCLIP will now import the data and confirm after each import when it is
finished

5. After the Item List is imported, the following screen will be displayed. This
is a list of items from Quick Books, you must select one. This will be the
default item that is used when you add a new job to a customer. You should
choose the item you most often use.

You will have the opportunity to select a different item when setting up the
customers jobs.

NOTE:
Items without a tax code specified will NOT be imported.

Each Item in your Quick Books Item List must have the Income Account
that it is associated with filled in

Once the process is finished, you will be able to see your customers in
under the File Maintenance Screen.

qCLIP

GT-42



General Tutorial - Phase 1

i i

6. In CLIP Select "Customer List" icon on the main screen

You will see a list of all the customers imported. Choose one and hit the
Select button

If you are using “Customers and Jobs” in Quick Books, you might want to
note that you will see the original Quick Books name near the center of the
File Maintenance screen with the label QB Id.

NOTE: You can repeat the import process as often as necessary. When you
add customers, items, or classes to Quick Books Pro, you will have to repeat
the “Import Data from Quick Books Pro” with the appropriate items selected
based on whether you have added new customers, items, and/or classes in
Quick Books.
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Phase 2: Entering Customers' Information

We recommend that when you are adding new customers you enter them into
gCLIP first. This is much easier and qCLIP will transfer the information over to
Quick Books.

Step 1: Setting up a pattern or master form for customers
There are two ways to enter new customer information in qCLIP. The firstis
by typing all the related information into each customer field, each and every
time you enter a customer, regardless of how similar that customer's infor-
mation is to another customer.

The second, and recommended way, is to use existing customer information

and only type the information that differs from that of the existing customer.

This can be accomplished by makinga  pattern or master form for custom-
ers with identical information (e.g. city, state, zip code, area code, etc.). Thi S
method will help eliminate typing errors by having this information automat-

ically appear on the pattern or master form every time it is used.

Patterns or master forms can be understood simply by thinking of them as
"preprinted forms". What we mean is that each time you sign up a customer

to receive your service, you record certain information about that customer.

You may even have a form for your office staff to fill out on the new custom-

er. If all of your customers are in the same city, zip code, and area code, yo u
could have your forms preprinted with all of this information already filled in.

This is all a pattern or master form is, only much more valuable.

Preprinted forms will save a little time each time you need to record a cus-

tomer's information, but the savings would probably not be tremendous.

However, when recording information in a computer, consistency is crucial .
Patterns or master forms not only save you that "little" time, but most impor-

tantly ensure greater consistency in your information. In addition, patterns

or master forms can be set up with information that is true for most of your
customers (unlike preprinted forms which can have only the information that

is true for all of your customers), because you can easily change information

in qCLIP for any unusual customer. This will easily be understood by actu-

ally setting up and using a pattern or master form for a customer.

Planning the pattern or master form for customers (customer groups)

How many pattern or master forms will | need? Lets say all your customers

are in Ann Arbor, Superior, Pittsfield, and Barton Hills, Ml and that Ann Arbor
has zip code 48103, Superior has zip code 48104, Pittsfield has zip code
48105, & Barton Hills has zip code 48106. All these cities are in area code

313. Lets write down the different customer groups that exist.

Assume the following customer break down for this example:
40 of your customers live in Ann Arbor zip code 48103,
10 of your customers live in Superior zip code 48104,
30 of your customers live in Pittsfield zip code 48105,
20 of your customers live in Barton Hills zip code 48106.

You have established four (4) customer groups  and each group can have
their own pattern or master form because each group has identical informa-

tion that would be necessary for their Customer File Maintenance screen.
Therefore, you would create four (4) patterns or master forms.
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Naturally, you will probably have customers in several more cities, but you

would still use the same principle of grouping your customers into customer
groups as we did in the above example. You will create as many patterns or
master forms as you have customer groups.  You must setup up at least one
Pattern Customer for qCLIP to work. Lets continue and create a pattern or
master form for each of our  customer groups.

Start with the first  customer group  which is Ann Arbor.

From the Main Screen click on the Customer Patterns button.

You will notice that the Pattern customers screen will have to be modified to
match the information of your customer group. This screen is used for creat-
ing patterns or master forms for customers.

Lets start by using the Customer Patterns Screen.

Place the cursor in Property Name field and give it a name that identifies
this pattern or master form, in this case it would be ANN ARBOR. Also fill in
the Property City, State/Zip, and Tax ID (Ml) with the information appropri-
ate for this customer group. Similarly, continue with the Billing Name section,
Greeting (Dear), City/St/Zip , and area code .

Note: If you report your chemical usage and distribution to different counties
in the state (e.g. New York), also enter the county code ( Cty Code ) informa-
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tion at this time. This will save time later on when using the Chemical Track-
ing section of the manual.

Credit Limit is a place to store the credit limit given to a customer. Because
gCLIP does not track payments this field normally should be set to 9999.

The R/C Code can be used to "tag" your customers as either Residential or
Commercial. For our example, most of our customers in Ann Arbor are resi-
dential, so we set this pattern or master form as R. If most of your custom-
ers using this pattern or master form are commercial, enter Cin R/C Code .

Similar to R/C Code, qCLIP has provided Custom Letters, Custom Num-
bers, Word Processing Code, and Customer Type , @S extra places to tag
your customers in a more detailed manner.

If you already use methods of separating your customers into different
groups (in addition to residential/commercial), then you may know how you
are going to use these custom fields. You can go ahead and enter your most
common designations now. Otherwise we recommend skipping these fields
for now, and come back later, after mastering the more basic functions of
qCLIP.

A Contract Customer is a customer that receives "levelized" billing. This
means that the customer pays a regular installment, that covers the charge

for all jobs that are "part of contract". For example, Mr. Scully pays $100

per month to receive mowing service. He pays $100 in May even though we
cut his lawn five times, and he pays $100 in August even though it was only
done twice. Asfaras (CLIP is concerned this is all a contract customer is. If
most of your customers are contract customers click on the Installment tab
when filling out the information for that specific customer. For this exercise,
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we will just leave all the amounts of their payments blank.

Select the Save button. You have just created a pattern or master form and
the information is now in the database.

Lets create another pattern or master form using this screen. Select the "+"
button on the left side of the screen.

The Property Name  will be SUPERIOR and fill in the rest of the information
for this pattern. The screen should look like the one below.

Click save. The top two buttons will change back to Print and Return. Click
Return.

You have now created 2 patterns or master forms. Want to see them? Select
the Pattern customers button on the main screen. This is the screen where
you can see the pattern customers  and manage/add patterns.

Let's enter a customer into the system. Click on the Customer List button in
the upper left corner.
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Select the Add new button.
gCLIP will assign the next customer number. Select Save.
For this example let's use this information:

Mr. Jim Scully
1090 Dexter Rd
Ann Arbor, MlI, 48103

Mr. Scully fits pattern or master form #1 (lives in Ann Arbor). Highlight pat-
tern #1 and select the Copy From Pattern button and the Enter New Customer
Info. screen appears.

Delete Property Name: PATTERN - ANN ARBOR and type in Scully, Jim (last
name first) and Address 1090 Dexter Rd. Notice that the pattern or master
form filled in the rest of the information in the top section of the form. To fill
in the bottom section of the form, check the Change to Proper Case field
and select the Auto-Fill the information: button. This button automatically
fills in the bottom half of the form with the same information in the top half.

If the billing address is different from the property name, bypass using the
Auto-Fill  button and type in the billing name and address.

You can change the Greeting if you wish and now add the ~ Work, Home, Fax,
and Pager Phone Number . You can adjust the Credit Limit  for this customer
if you wish and make sure the Status states ACTIVE.

The R/C Code field reads " R" for residential customer. If this were a commer-
cial customer, changethe" R"toa" C".

Select the Save button and Mr. Scully is in the database. If the customer just
added was a contract customer, you would now click the Financials tab, and
then click the Installments tab and enter the amounts of their payments.
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We can now have gCLIP add this customer to Quick Books. Make sure Quick
Books is open. Select the Send to QB button.

gCLIP will connect with Quick Books and add the customer to the database.

You will prompted to verify the QB ID. You should NOT change this.
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The only way that qCLIP can match its customers to Quick Books customers
is by using the Customer Name in Quick Books. For this reason if you ever
change the Customer Name in Quick Books you will lose the connection to
the customer in qCLIP.

You will prompted if you would like to select the tax status for the customer.

Select Yes and choose the correct tax status from the pull down

Select Return.

The customer will now be added to Quick Books.

You will also see that the QB ID has been filled out in qCLIP

Close the File Maintenance screen by pressing the X in the upper right on the
window .
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Next lets use the Search for Customer/Contacts screen.

Once you have more then one customer in the database the search screen
will come up when you select the Customer List

From this screen, you can make changes to any customer file by double click-
ing on that file which will bring up the Customer File Maintenance screen

for the customer. From this screen, you can search for the customer that

you want, or you can just click on them in the list and click select to edit the
customer's information.

In summary,
1) First put your customers into customer groups
2) Create a pattern or master form for each customer group.  You must have

at least one Pattern Customer
3) Patterns or master forms can be added to the database by using the Pat-
tern Customer icon

You now know how to create patterns or master forms and how to enter cus-
tomers into the customer database.

Step 2 — Adding new customers and changing information

You can either update a customers information in either qCLIP or Quick
Books. We recommend that you do it in qCLIP. Make the needed changes
then select the Update in QB button.
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Reminder: The only way that qCLIP can match its customers to Quick Books
customers is by using the Customer Name in Quick Books. For this reason if
you ever change the Customer Name in Quick Books you will loose the con-
nection to the customer in qCLIP.

If you change the information in Quick Books you will need to use the Quick
Books Functions on the menu to update the information in qCLIP.

Select Customers List and Update qCLIP customer addresses. Using the "Only
Customers Modified Feature Since" feature is optional but will speed the pro-
cess up if you have a large customer database.

Select "Start Import"

If a customer is found in Quick Books but not in gCLIP the following screen
appears .
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You can choose the either add the customer as new or if you have changed
the customers name in Quick Books you can now "reconnect" the customer to
the one in qCLIP.

Your information will now be updated in qCLIP.
Invoice Charges versus Statement Charges

By default gCLIP will make all your customers set to Invoice type customers.
This is by far the most common way that Quick Books is used. When a cus-
tomer is set up as Invoice, the transfer between qCLIP and Quick Books will
automatically generate Invoices . If you use Statements ( In Quick Books you
can read about this using the keyword Statements in the Help menu) you
must change the "Invoice or Statement Charges?" to "S". This is located on
the customers screen. When doing the transfer the items are added to the
customers account and you must use the Statement feature in Quick Books to
print them out.

Entering customers and jobs is the most tedious work involved in your opera-
tion of gCLIP. It requires a lot of typing and a lot of consistency. Go slowly
and carefully. Use patterns or master forms to add your customers.

Do not go on to Phase 3 until you have entered all your actual customers. In
doing this you may discover that you could use yet another pattern custom

If you do, just follow,,,,,,,,,,, the procedure of adding a blank and setting it up
as a pattern, already outlined above
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Phase 3: Setting up jobs for vour customers

This section will take you step-by-step through entering your pattern or

master forms for job(s) and using these patterns or master forms to enter

job(s) for each of your customers. Again, the focus in the tutorial is getting

you "up and running" with gCLIP. We are going to skip some of gCLIP's
more advanced functions so you can first develop a working foundation of

basic principles. After mastering these basic principles, you can use the Help

built into the program to learn what all the options do. Do not proceed with

this section unless you have completed Phase 2, entering all your patterns or
master forms and actual customers' File Maintenance information. In  Phase
3, we will be assuming you have mastered what was covered in Phase 2 .

Step 1. Setting up a pattern or master form for jobs

The first step in entering jobs is much like the first step in entering custom-
ers. You should set up all your patterns or master forms before entering
actual jobs for your customers. Just as the pattern or master form for a
customer group  was your "preprinted form" to fill in with the appropriate
customer's information, a pattern or master form for a job is also your "pre-
printed form" to fill in with the appropriate job's information. After setting

up a pattern or master form for each service( job) you provide, adding a job
to a new customer will be as simple as choosing the appropriate pattern or
master form ("preprinted form"), and filling it in with that job's information.

Get a piece of paper out and write down every service( job) your company
provides. This list could be pretty long. After you have done this, start group-
ing services( jobs) that are alike such as maintenance, cleans ups, irrigation,
etc. After grouping these, start numbering these services( jobs) by group.
Start with your most common service( job). Give this a #1, keep numbering
all your services( jobs) until they are all numbered.

Let's now set up a pattern or master form for our most commonly performed
service( job).

From the Main Screen choose the Pattern Jobs button.

There are already multiple pattern jobs that you can modify to suit your
needs. You can delete all of them or change them. They are there to give you
some ideas on setup.
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You will see this screen with a list of job patterns starting with #1 (Mow &
Trim All).

These are all the job patterns qCLIP comes shipped with. They are descrip-
tions of typical lawn maintenance jobs, along with a few miscellaneous oth-

ers. Scroll through them to see examples of how a company's services may

be broken up as "jobs"in  qCLIP.

Let's modify Job Number 1, Mow & Trim All to fit your most commonly
performed service. Click Job Detail tab (while job 1 is highlighted) or double
click on job number 1 ( Mow & Trim All ) itself. The Job Detail screen will
appear. All of a job's information can be viewed or changed in this screen,

except the job number which can be changed by clicking Change #s button
at the top of the screen (but leave it at #1).

Remember you are going to make this job pattern ("preprinted form") for
your most commonly performed service.

You can change the Job Description to whatever you use to describe your
most commonly performed service. This description will appear on your cus-
tomer's bills as a description of the charge for performing the service. This
description will override Quick Books description for the item you link it to.

If the Job Description field is too small for all you want to have printed on

a customer's bill when this job is performed, you can click the Notes tab
and enter an invoice note. (The invoice note will print directly under the job
description on the customer's bill.)

Most of the fields on this screen are either customer-specific or referring to
functions outside the scope of the tutorial. For this reason we will skip these
type of fields and you can look them up later.

The only other field to edit now in Job Detail , isthe Tax Type (D,M,L) . This
is a field thatis not customer-specific and therefore you can fill it in on the
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job pattern . If you collect sales tax on labor for the service you have de-
scribed in this Job Description, then enter an L here. If you collect sales tax
on materials for this service, then enter an M here. If you collect no sales
tax for this service, then enter a D.

We will explain some of the above fields in greater detail when you enter your
first actual job. For right now just skip them. They do not need to be filled
in for a job pattern . Remember this is just the "preprinted form".

In qCLIP a job equals an item in Quick Books . You must match the item in
Quick Books to the job in qCLIP by using the Item pull down.

Choose the item in Quick Books that corresponds to this job. It will already
have the default you choose during setup. You don't need to put anything in
Class unless you use Class accounting in Quick Books

Next select the Schedule tab at the top of this screen.
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The following explanations of the fields in the Schedule screen go into
greater detail because you must understand how to set up the scheduling for
jobsin ordertouse  qCLIP. Take the time to carefully read and understand
what follows before moving forward in setting up your jobs.

The Schedule Type .there are 3 types of scheduling in qCLIP. We will go over
the "Automatic” in this manual. You can select the ? and click on the field for
more information on this or refer to the Reference Manual.

The Next Visit field  is where you would enter the next date you are to
perform this service. Obviously, since we are setting up only the pattern or
master form for this job, we can skip this field. We will edit Next after we
have copied this job pattern into a customer's file.

If most of the time you will be doing this job for a customer, the job will not

be on hold, type an N after On Hold . Ifit should be on hold, typea Y. On
Hold means the job will not print out on your route sheets (the daily list of

work due to be done).
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Countdown is used to put a job on hold, after the specified number of times
done. Ifyouplacea5in Countdown , qCLIP will decrease this number by
1 each time you record this job as done, and when the countdown reaches

0 the job will automatically be placed on hold. If you know you will not use

this function for this job set the countdown to 999 and the function will be
disabled.

The Not Related field, allows you to tell gCLIP to have this job come up on
the route sheets only when the specified job is on the route sheet. For exam-
ple, let's say the customer is having you mow every week and edge every two
weeks. You may relate the edging and the mowing, so the edging will only
come up on the route sheets if mowing is also due to be done. That is, you

will relate the job that is done less frequently ( Edging ) to the job that is done
most frequently (  Mow and Trim All ). You would first bring up the Schedule
screen for the Edging job ( Files > File Maintenance > Customer #1 > Jobs

> Edging > Schedule screen ). Enter the Mow and Trim All job's number (1)
in the Not related field on the Edging job's scheduling screen and then click
outside the field. A screen will ask Do you want to change the Crew/route to

be the same as the related job? answer Yes. The Not related will change to

Do with Job #1 . Select the Save button. You have now related these 2 jobs
(Edging to Mow and Trim All ). The same thing can be done for a number of
other less frequently performed jobs to jobs that are performed frequently.

At least XXX days Between Jobs (frequency)

This field is sometimes referred to as the job frequency. The way qCLIP
reschedules a job with this option is by first taking the date it was last done,
counting forward the frequency, looking for the next day(s) of the week
selected, and rescheduling the job for that date. Another way of understand-
ing frequency is by seeing it as "the minimum number of days between visits
that the customer will tolerate”. The examples that follow may not be identi-

cal to any scheduling need you have, but looking at these examples is the
easiest way to understand this important function. It is recommended that

you have a calendar on hand so you can more easily follow the rescheduling
logic in these examples:
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Day of the Week

Day of the Week (DOW) s used to schedule a job for a specific day or days
of the week. You may put a check next to every day of the week if it does

not matter which day this job is scheduled. However, if you need to be sure
that once this job is performed it will always be rescheduled for a certain day
of the week, you will need to select that day.

If the job should always be done on Tuesday (excepting delays) place a check

in the Tuesday box. Once the job comes up on the route sheet, it will con-

tinue to come up until it is recorded as done or you reschedule it (see Daily
Routines > Record the Work ). When the job is recorded as done and posted
gCLIP will reschedule it by first counting forward the number of days listed in
frequency, then skipping forward until it finds the day of the week that was
specified in the Day of the Week field.

EXAMPLES 1, 2, and 3.

Example 1: This example should only be used if the job can only be done on
the same day of week every week. Let's say you have a job that you set up to

be done only on Tuesday as the  Day of the Week on the screen, and with a
frequency of 7. If you post the job as done this Tuesday, gCLIP will count
forward 7 days to the next Tuesday, this is the day of the week selected and
reschedule the job for this date. However, if it rains on Tuesday and you

don't finish the job until Thursday, qCLIP will count forward 7 days to next
Thursday, look forward to the next Tuesday and reschedule the job for that
date, effectively skipping over a Tuesday.

Example 2: If you have a job to be performed once a week regardless of the
interval (the customer wants you there every possible Tuesday even if delays
keep you from finishing last week until Monday), you would enter a 1 for
frequency and only Tuesday for Day of the Week . Ifit rains on Tuesday, you
may not complete the job until Thursday. Once it is posted as done, qCLIP
will count forward 1 day (the frequency) to Friday, and then look forward to

the following Tuesday and reschedule the next visit for that date. With a fre-
guency set at 1 you have avoided the problem of example 1, by allowing for

a delay of as many as 6 days, before skipping over a Tuesday. However, it is
unlikely many customers will tolerate repeating a weekly service on a Tues-

day after having only finished last week's service the day before.
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Example 3: Now let's look at a more likely example. This customer wants

the job performed every Tuesday if possible, but will not tolerate you repeat-

ing the service unreasonably soon (2 or 3 days) after the last visit (due to
delays). As above, you would select Tuesday as the Day of the Week , but
instead of 7 or 1 for a weekly service, you should this time enter 4 as the
frequency. A frequency of 4 prevents gCLIP from rescheduling this job any
sooner than 4 days after last week's visit. It also allows for a delay of as

many as 3 days. This keeps you happy (because delays do happen), and it
keeps your customer happy (because he doesn't want to pay for unnecessary
services).

For weekly jobs that need to be done on a specific day of the week (excepting
delays), and never unreasonable soon (2 or 3 days) after the last visit, just se-
lect the Day of the Week and set the frequency at 4. See example 3 above.

A frequency of 11 ( 7 days longer than is used for once a week on a certain
day) will signal  qCLIP to reschedule a job every two weeks on a certain day
of the week. If you use a frequency of 11 and specify which Day of the
Week, qCLIP will reschedule this job on that day of the week no closer to-
gether than every 11 days.

For an every three week schedule on a certain day, you would add 7 days to
the frequency you used for two weeks (i.e., 18), and so on...

Once a Week (radio button)

Selecting Once a Week forajobtells gCLIP to reschedule in the following
way. If you have Tuesday as the Day of the Week , and you record the job as
done on Tuesday, qCLIP will look forward to the next Sunday (the next first
day of the week, rather than using a frequency), and then look forward to

the next day of the week you have selected (in this case Tuesday), and then
reschedule for this date.

Bi-Weekly (radio button)

Selecting Bi-Weekly for a job is similar to Once a Week. When reschedul-
ing, qCLIP will this time look forward (from the posting date) to the second
Sunday, then look forward to the next day of the week you have selected, and
then reschedule for this date.

Next Month _ (radio button)

Selecting Next Month will tell qCLIP to jump to the first day of the next
month that is selected, then look forward to find the correct Next Visit.
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Next Year (radio button)

Selecting Next Year will tell qCLIP to jump to the first day of the first month
that is selected starting with Jan, then look forward to find the correct Next
Visit.

One Time Only  (radio button)

If you select One Time Only for a job, gCLIP will place the job on hold as
soon as it is posted as done. You will have to take the job off of hold, when
the time comes to do it again. (That time will come, no job is truly a one-
time-only job.) This is essentially the same thing as setting the countdown to
1.

If you know what scheduling information will usually be for the service you
are creating this pattern or master form for, you should enter it here in the
pattern's scheduling screen. It will be easier to edit the exceptions, than to
leave a field blank and edit it for all new jobs, merely because some are dif-
ferent.

Select the Save button. You have now finished setting up your first job pat-
tern for job #1 (Mow & Trim All).

Click Save when you are done, and then click on the Jobs tab to go back to
the main pattern jobs screen.

Now select the next job in the list to set up as the job pattern  for your sec-
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ond most commonly performed service. Follow the same procedure as you

did for your first _ job pattern . Repeat this procedure until you have set up a
job pattern  for all of the services your company performs. Any service that
could need its own scheduling or billing criteria, would certainly need to have

a job pattern  set up for it.

After you have set up all of your  job patterns , scroll through them (along
with the rest that came with gCLIP). You can now delete all the extra ones
you know you will never use. For example, if you live in Florida, i t might be
a good idea to delete the jobs associated with snow plowing. It is not neces-

sary to delete these extra ones, if you wish to keep them to possibly use in

the future.
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Step 2: Entering jobs to your customers' files

After setting up all of your  job patterns , you are now ready to add actual
jobs to a customer's file. Let's add our first actual job.

From the Pattern Jobs screen selectthe Return button. This will return you

to the Main screen , from there click onthe  Customer List  button. Using the
search screen find and select your first actual customer (whom you added in
Phase 2).

Click the Jobs tab when you are in your first customer's screen.

Because you have not yet added any jobs to this customer, his Job List is
empty. To copy the job pattern ("preprinted forms") for the services you pro-
vide for this customer, click  Add .

This will bring you to the "Choose the Jobs to be copied” screen. Here you
will see a list of all your job patterns.
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Select the job patterns for all the services you provide for this customer, by

moving the cursor to the  Mark field next to the pattern, and either hitting

the space bar or clicking to mark it with an X. You can select multiple jobs

at one time. For Jim Scully, we will select job #1 ( Mow & Trim Al 1) and job

#10 ( Edging ). Select the Copy Job(s) button when you are done selecting the
jobs. You wi Il be returned to the Job List for Customer :SCULLY, JIM screen.

GT-65



General Tutorial - Phase 3

M Hin

In the Job List, you will now see listed, the job patterns  that you copied to
this customer's file. We must now edit the details and scheduling of these

jobs so that they are set up specifically for this customer. Using our previous
analogy, we will now fill in the "preprinted form" for the job(s) we are adding

to this customer's file.

Highlight the first job here in the Job List and then select the Job Detail tab.
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The following discussion will include only those fields that are necessary for
properly using CLIP. You can skip the other fields for this initial setting up

of qCLIP. After mastering the basics, and learning from the Help built into
the program you can then go back to your jobs and fill in any fields needed

for the more advanced uses of  qCLIP.

Job Description

You already entered the job description for this job when you set up its pat-
tern. ****** DO NOT CHANGE THE DESCRIPTION *****_ [f the job is not
listed on your job pattern list DO NOT add a blank. Go to Pattern Jobs

add it as a job pattern. Then go back to the real customer and copy it in

a described before. Changing the jobs description will destroy the accu-

racy of the Job Revenue Report. (This report tells you who and what makes
you the most money)

Custom Fields

The Custom Fields can all be skipped for this initial set up. (When you have
mastered the content of the Tutorial, check the Help in the program for a
detailed explanation of Custom Fields.)
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Crew Number

Enter the number of the crew that will be performing this job for the custom-
erinthe Crew Number field. Each crew number you have, will generate a
separate route sheet (a daily list of work due to be done). gCLIP can accom-
modate up to 9,999 crew numbers. Usually each crew represents a different

truck, but you can also use it for other purposes. Later, you can look under

"crew number" in the reference section, for advanced uses of crew numbers.

Routing Sequence

Routing Sequence number is what tells  gCLIP the order in which the crew
will perform this job in relation to other jobs. Because generating routing
sequence numbers can be quite time consuming, you can skip entering this
field for now.

After adding jobs to all of your customers, enter the Routing Sequence num-
bers using the Crew/Route report under the Job reports submenu. If you
do wish to go ahead and set up the routing of your jobs now, follow these
instructions for generating routing sequence numbers, and then enter them

in this field.

Generating routing sequence numbers

In order to understand the routing functions in gCLIP , you must first make
sure that you do not confuse routing with scheduling. They are not the

same. Scheduling answers the question: “What day, week, season, or year
should I do this job?”. Whereas routing answers the questions: “What geo-
graphical position is this job in relation to other jobs? In what order should

the jobs on a route sheet be?”. This difference between routing and schedul-
ing is very important to remember.

There are two ways of doing this. If you own Microsoft MapPoint  (available
through our company) you can have MapPoint automatically route all your
customers. The other method is manually done as described below.

To arrive at the best routing for your company, follow these steps:

» Lay out a map of the area you service.
» Place markers for every property you service.

» Decide which route you would take if you were going to visit each and
every property in  one day.

» Assign the first property a routing sequence number of 10, assign the sec-
ond 20, the third 30, and so on.

* After this initial assignment of numbers, adding a new customer is simple:
just add him to the map and assign him an appropriate unused number.
If he is located between number 20 and 30, assign him 25. It does not
matter whether or not this new job will be done on the same day as 20 or
30 (that is scheduling). What does matter is that this customer's property
is between 20 and 30, and should have a corresponding routing sequence
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number. Eventually, as your company grows, you will run out of "in be-
tween" numbers to use and will have to Renumber Route Numbers , found
in the Files submenu.

You now have your routing sequence numbers. You can now enter the ap-
propriate routing sequence number for this job.

The routing sequence numbers will determine which job will come out at the
top and which on the bottom of that day’s route sheet. The lower the rout-
ing sequence number, the closer to top of the route sheet the job will appear,
and of course the higher the number, the closer the job appears to the bot-
tom.

Map Location _

This is just a note field where you can enter the page and grid number of
your map for this job (31-G-10). This map location will print out on the route
sheets to help your crews find their way to this job. The map location is not
used by the computer in any way.

Minimum Jobs Per Year

The Minimum and Maximum Jobs Per Year fields apply only to jobs that are

part of a contract. Remember from Phase 2 that to gCLIP, ajob is part of
a contract only if the charge for performing it is covered by a set monthly
installment.

Many companies use the range option in their contracts. This contract

might specify that the job “will be done at least X number of times and not

more than Y times.” If your company uses this method, place the minimum

number of times this job should be done in this field (and the maximum in

Maximum Job s per Year , explained below). qCLIP will print how many times
the job has been done and what your minimum is on your route sheets and

summary sheets. This is an information-only field, gCLIP does not use it to
perform any calculations.

Max (Maximum Jobs Per Year)

Max is used to keep track of the maximum number of times a job is to be
performed for this contract (see above). Once a contract customer’s Done
to Date (explained below) exceeds the Maximum jobs per Year, qCLIP will
charge the Charge Over Max amount (explained below). This field is not

used if the job is a non-contract.

IMPORTANT: If minimum and maximum do not apply to a particular contract job, set Max
to 999 to insure thatthe  Done to Date never exceeds Max. If you do notset Max to 999,
and the Done to Date exceeds the Max, gCLIP will take the amount in Charge Over Max as

the Gl amount (General ledger amount) (which will probably be set at zero since you aren't

using minimum and maximum) and the job costing report will say you are mak ing zero
dollars per hour on this job. The IMPORTANT thing to remember is to set Max at 999 if
you don't use minimum and maximum.
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Done To Date

gCLIP maintains the Done to Date automatically, increasing it by one each

time the job is recorded and posted. On contract jobs, if the Done to Date
exceeds the Max Jobs per Year, qCLIP will then charge the Charge Over Max
amount.

Charge Per Job

Place the dollar amount you charge per job in this field. This amount is the
amount you charge before taxes. gCLIP will automatically calculate and add
tax to your customer's account, as long as you have set up the tax areas and
rates in Phase 1, Step 2.

FOR CONTRACT JOBS ALWAYS PLACE AN AMOUNT IN THIS FIELD. Even
though the charg e of contractj obs are covered by the customer's installment,
you still need to enter the value of the job in Charge Per Job . The "value of
the job" is the amount you are  actually making each time the job is done.

This is the total money brought in by the job divided by the total number

of times the job is done (these totals are for the season). The Calc button
next to the field, is to aid you in calculating the Charge per Job  for contract
customers.

EXAMPLE: Mr. Scully pays you $100.00/month to cut his lawn, no matter
how many times you do it. (This makes him a contract customer). If your
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season is six months long the total money brought in by the job is $600.00

(6mos X $100.00 per mo). Checking last year's records (or according to

your best estimation), you determine that Mr. Scully's lawn requires a total

of twenty (20) mowings in a season. To determine the value of the job you

merely divide $600.00 by 20 mowings to give an actual value of $30 per

mowing. This $30 is the amount you will enter into the Charge Per Job field.
Don't worry Mr. Scully will never see this figure, as long as this job is part of

the contract.

Man Hour Rating

The Man Hour Rating is the maximum number of man hours this job can
take for you to still make your "dollar per man hour goal”. You will use Man
Hour Rating to help you determine exactly how profitable each of your jobs is
(called job costing).

To determine a job's Man Hour Rating , you must first determine your
company's "dollar-per-man-hour goal". This is determined by taking your
company's year-end goal (the amount you must earn, in order for you to pay
all expenses and make a profit), and dividing it by the total number of pro-
duction man-hours (only man-hours that bring in actual money to the com-
pany) you project for this year. This will give you the amount of money each
production man-hour must bring into the company (the "dollar-per-man-hour
goal"), in order for you to make your end of the year goal.

Now divide the job's Charge Per Job by your "dollar-per-man-hour goal”, and
you will have the job's Man Hour Rating.

EXAMPLE: Let's say you have determined that in order to make your compa-

ny's year-end goal, you need to bring in $30.00 per man hour. If you charg e
Mr. Scully $60.00 per mowing (Charge Per Job would be $60.00) , his mowing
job would have a Man Hour Rating of 2 man hours ($60/mowing divide d by
$30/mhr). Now you can quickly see (and know for sure) whether this job is
generating a profit. If it averages more than 2 man hours per visit, yo uare
losing money.

Charge Over Max

The amount you enter here will be used to charge the contract customer for
services performed above the maximum jobs per year (see above), as speci-
fied by the contract. This field only pertains to contract jobs. To disable this
feature, simply enter 999 in Max.

EXAMPLE: Mr. Scully pays you $100.00/month for 6 months to cut his lawn

as needed. The contract states that you will not cut his lawn more than 25

times during this season (more often in the Spring, less in the Summer). It

also specifies that if you have to cut the lawn more than 25 times you will

charge him an additional amount of $20.00 per extra cut. To accomplish

this with qCLIP you would enter 25in  Maximum Jobs per Year  and $20.00
in Charge Over Max
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Job Area

Enter measurements of the job area here. The job area will print on your

route sheets, summary sheets (as Area) and work projections (see Reports >
Job Reports ). Having this field on the work projections report is especially

useful to the chemical applicator: It will tell you how many square feet to

plan for.

You can use this field for other measurements as well. If this were an edging
job you might put in the linear feet of edging required. If this were a mulch
job you could enter the number of bags of mulch or the area of the mulch
bed. Use this field for any measurement you find useful to track.

Tax Type

You already entered the appropriate tax type for this job when you set up its
pattern.

Average Time

The Average Time field is updated by  qCLIP each time you record this job
as done. (qCLIP takes the previous Average Time , multiplies it by the previ-
ous Done to Date , adds the new time and divides by the new Done to Date
This maintains an accurate average of the time it takes to do this job.

Include in Contract

Note: This option will only appear if this customer is set up as an Installment
customer

Contract customers may have some jobs that are part of the contract and

some that are not part of the contract. By selecting a job's Include in Con-
tract option qCLIP will not charge for this job when it is done, since the
charges for doing the job are covered by the monthly installments. Each time
you record it as done, qCLIP will enter a $0.00 charge for this job (unless you
have exceeded the Maximum Jobs per Year , see above).

If you do not select Include in Contract, gCLIP will charge the Charge Per Job
to the customer each time this job is accomplished. The non-contract jobs

will debit the customer's account at the time they are recorded, in the same
manner as jobs for non-contract customers.
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Job Related Notes

If you have information that needs to be specifically "tied" to the job you are
adding, you have three separate note fields to use. To add to any one of
them, simply click the  Notes tab on the top the screen.

When you are finished editing Job Details,

Click Save, and then flip to the scheduling part of this screen (click the Sched-
uling tab).

Job Scheduling

The explanations of the fields in the scheduling screen were given in detail
when you set up your job patterns. Refer to that section if needed, to set up
the scheduling for the job you are now adding.

Most commonly you will want to use the "At least__ days
between jobs" option. 4=once a week, 11=every other week,
18= every three weeks, 27=usually works for once a month.

Repeat this set up, for the rest of your first customer's jobs

After editing the  Job Scheduling screen, you have finished adding this job.
Now click Save and Return to returntothe customer's Job List . You now
need to repeat this procedure for all the other jobs that you perform for this
customer. (They are listed here in the Job List .)

When you hav e finished adding each oft hesejobsto your firstactual customer,
you should click the Return buttonont heir Job List to retur ntot he main File
Maintenance screen.

Repeating Step 2 for each of your customers
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Using the arrows on the right side of the screen, scroll forward to your sec-
ond actual customer (whom you added in Phase 2). Click the Jobs button for
your second actual customer, to see their (empty) Job List.

Now repeat all of Step 2 for your second, third, fourth, and for all your actual
customers, before moving on to Phase 4.

This is a time consuming process but you only have to do it once if you do it
right.

A few reminders:

1. You should have all the customer and job information gathered before you
start this process.

2. Use a pattern or master form for customers to speed up entry and consis-
tency.

3. ALWAYS use the "Copy Jobs" option when adding jobs to a customer. Never
change the description. Job #1 description should be the same for every
customer in your database.

4. Enter the data accurately.
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Phase 4: Printing Route Sheets and Recording Your Work

Step 1: Printing route sheets

Having completed Phase 1-3 and arriving at your activation date, you are now
ready to print route sheets for your crews!

From the gCLIP main screen choose Daily Routines> Refresh the Work Bank.

Enter your activation date to have the work bank loaded with your jobs that are
scheduled to be done on that date. Then click Continue button.

IMPORTANT: The work bank is a temporary database. Refreshing the work bank

tells qCLIP to go through each job for every customer and check to see if it is due

or overdue. It then makes a copy of these jobs and saves them to a database we call

the work bank. Because this is a copy of what is in File Maintenance, any changes

you make back in the customer will not show in the work bank database unless you

refresh it again. The jobs on the (1) route sheets, (2) route sheet invoices, and the (3)

record work screen are always taken from the work bank database, not your job data-
base from inside the customer underneath file maintenance.

On the main screen choose the "Work Orders" button
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Choose the options selected above.

Select Print. The summary and route sheets will always preview first.

Click the Printer icon to print the Summary sheet and then the Route sheets can
be printed. Hand out your first route sheets to your crews.

The crews should take these out and record their times in the space provided.
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Notes:

The summary sheet is a management sheet. It shows you all the crews and a
summary of the jobs scheduled for that day.

A separate route sheet will print for each crew. Route sheets are sorted by the
routing sequence number you set up in the customers jobs-job details. If you
did not set these numbers up, the route sheet will print in Property Name order.

The route sheet includes all the jobs that are due and overdue. If work was
not done yesterday it will be on today's route sheet provided the Print Delayed
Work field was checked on the Print Route Sheets and Summary Sheets screen.

If your jobs are weekly, you can print out a week's worth if you would like. The
drawback is that if something does not get done one day, the crew will have
to remember to do it the next day. To print a weeks worth out change the Date
to Print: to Print date Range of: and enter the first and last day of the week,
change Include Overdue Work: to "No" , then print the route sheets out. No
single day will be on its own sheet of paper. Normally you will always want to
set the Included Overdue Work to "Yes".
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Step 2: Recording the Work
At the end of your day, you will collect your route sheets from your crews. The
next step is to Record the Work.

Record the Work is where you will record the status of the day's work, post
completed work to customers' accounts, enter any one time transactions, etc.

To record your work, choose the Record button on the main screen of the
gCLIP program. You will see the Record Work Subtotals screen.

Crew Range

If you have multiple crews enter the range of crews you would like to see a
route sheet for. Each crew will have its own route sheet. Leave the Crew Range
at the default (1 to 9999) for all crews.

Date Work was done will default to the same date for which you refreshed the
work bank, because usually these will be the same date. If the jobs in the work
bank were done on a different date than they were scheduled for, enter that
date here.

Under Options button Click "Record Times For All Jobs."
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Recording times will provide you with accurate job costing reports. gCLIP's job
costing function is one of its most powerful features. How do you know exactly

how much you are making or losing on each job you do? Taking the extra time

to job cost will provide you with the knowledge needed to more efficiently run

your company. Knowing which are your unprofitable jobs can increase your

profits, without increasing your work. Rebid your loser jobs and if the custom-

er isn't happy, let someone else lose money on them. For more information on

Job Costing, see Reports > Job Reports > Job Costing.

Click Mark Work As Done.

This will bring up the following screen, listing the jobs that are loaded in the
work bank.
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The cursor will be in the first Done? field. Due to the lack of room on the page,
only the Do is visible on the screen. In addition to a simple Y or N, there are a

few other options you can select. Right clicking your mouse while the cursor is
in this field and it will display the Hot Key Menu.

N= Job Is Not Done. The job will be not be recorded as done and will show up
on tomorrow's route sheet.

Y= Job is Done. If you had checked Record Times For All Jobs on the previous
Record Work Subtotals screen, you will see the following screen. The fields in
this screen refer to the job you just answered Yes to.

GT-80



General Tutorial - Phase 4

i i

Enter the Foreperson's initials.
Enter the number of people on the crew in the Crew Members field.

Enter the start and stop time of the job in the fields Start Time / Stop Time.
gCLIP "remembers" the ending time for the last job and puts it in the start time
for the next job.

Hit "Enter" to progress through the rest of the fields. The information displayed
is what you entered in the job for the customer.

Mhrs This Time is derived from the Clock Time multiplied by the number of
people on the crew.

$/Man Hours This time is the dollar amount per man-hour brought in doing this
job. The rest of the fields are either automatically recorded, or are not within
the scope of this tutorial.

R= Record Work Allows you to manually bring up the Record Times if you don't
have the option checked off in the Record Work screen.

G= Group Jobs Allows you to combine more then one job together under one
Start and Stop time. gCLIP will proportionality distribute the total time spent
based on the man hour rating you assigned to each job.

S= Skip Job If the job did not need to be done or you don't want it to show up
on tomorrows route sheet you can skip the job forward with variety of options.

E=Edit Job in File Maintenance Allows you to edit the job back in the Customers
File Maintenance without leaving the work bank.

T= Enter Transaction Allows you to either manually charge a customer for some
misc. item or it will allow you to receive payment on their account without hav-
ing to go to "Enter Transaction".
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W= Write a one time Invoice Note Allows you to add a one time note the custom-
ers bill. This will show up right below the job description on the bill.

Hin

A= Add a job from File Maintenance Allows you to instantly pull in a job from
any customers File Maintenance-Job List without actually going all the way
back to the customer, changing the "Next Scheduled Visit" date and refreshing
the work bank again. This only works if the customer already has the job in his
Job List.

F= Find Job in Work bank Allows you to find a job by its job number.

B= By Number; If you are not interested in recording times, for each job you can
find and automatically mark the job as done by typing the job number in.

M= Open File Maintenance Allows you to jump to the Customer Select screen so
you can view all the information on this customer or any other customer.

I=Multi day record If a job takes more then one to complete you can still record
the hours spent each day. Use "I" for each day that the work has been started
but not complete and use the "Y" on the last day. Jobs marked as "I" will appear

on the route sheets the next day.

After you have finished marking the all the work as done (using the Y, N or
| keys). Press the Save & Return button, and you will return to the previous
screen. You will see totals on the right hand side of the screen.

After everything is entered correctly, click "Print Tentative". This will have a
summary of everything that was entered. Verify that all the data was entered ac-
curately. If there is a mistake go back into "Mark Work as Done" and fix it.

When everything looks correct select Post Marked Work.
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Select the options above
Click Post the Work

Note: Many customers post one crew at a time so all the totals and paperwork
can be stapled together for future reference.

You should also print out the final list when prompted for a hard copy record.

You can now go to a customer's File Maintenance and see how the jobs have
been rescheduled and the amounts charged to the customers.
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Phase 5: Entering a manual charge to a customer

There are occasions when you may not to want go through the trouble of
adding a job and recording it as done. You can use Enter Transactions to
quickly charge something to a customers account .

Select "Receive Payments"

For the tutorial, we will skip some of the fields on this screen. The first thing you
must do at the Enter Transactions screen is enter your name in the Operator field.
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At the Customer # field, enter the customer number or use the "Find Cus-
tomer" button. Press Enter. You will see your customer name and address
appear in the contact fields. Click Continue.

You can accept the Date (it defaults to the system date on your computer).

Hin
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Type in the amount that you want to charge to the customer in the Amount.
You can choose the Item and Class for this manual entry

The Descr field is the description of the transaction you are currently enter-
ing. Type in the description of the charge.

Click Save. qCLIP will return to the Customer # field where you can enter the
number for your next customer.

After saving your work you can Preview or Print your transactions.

If there are errors in your entries click Edit and make the necessary changes.
Print a tentative list again for a final check.

When you are satisfied with your tentative list, click Post to place your trans-
actions in the customer's journal. You will be asked if you would like a Final
List of Transactions.

Note: You should post the transactions after you are done entering them. Do
not let them sit unposted for days.

It is highly recommended that you print and save this list. Your Final Lists of
Transactions are chronological numbered to make an audit trail that is easy

to follow. Throw out all the prior Tentative Lists of Tr ansactions so you won't
confuse them with the Final Lists of Transac  tions.

Reminder: qCLIP does not handle credits since all the billing is done in qCLIP

Correcting mistakes from transactions/postings

From Customer List find the customer needing correction, and select the His-
tory Tab
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Select the line that you want to correct. Click the "Edit Line" or "Delete Line"
button.

IMPORTANT: Making changes after the charge has been transferred will not
correct or change the entry in Quick Books

Change the amount to the correct amount and Select "Save".
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Phase 6: Transferring to Quick Books

Once the information is recorded/posted into gCLIP, it is an easy step to
transfer the items to Quick Books for billing. You can transfer the data to
Quick Books as often as you like. You also will given a choice to transfer

all data or just some items. Normally if you do billing once a month you

will only do this process at the end of your billing cycle. All jobs that were
posted during that period in gCLIP will all be transferred onto one invoice in
Quick Books.

1. Open Quick Books

2. In qCLIP go to the “Quick Books Functions” pull down menu
Choose “Transfer Invoices to Quick Books"

The following screen appears
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Description of Options:

Invoice Date

The Invoice Date that will appear on the invoice in Quick Books.

Due Date

The Due Date that will appear on the invoice in Quick Books.This “Due Date”
is used by QuickBooks to track accounts that become over due.

Invoice Prefix

A prefix 1-4 characters in length that will be part of the Invoice Number. Thi
defaults to CLIP. Since Quick Books allows duplicate Invoice numbers it is

highly recommended that you always use a prefix number so invoice num-
bers are not duplicated.

Invoice Start #

The start number for the group of invoices that will be transferred. Normally

you will never need to change this. qCLIP keeps track of the last number
transferred automatically.
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Billing Note
This allows you to choose from your Quick Books billing notes that will be
added to the invoice..
Options:

Sort by Property ID (Alpha)

When transferring all the jobs to Quick Books this will pre-sort all the created
Invoices in alphabetical order based on the Property Name.

Add Service Date to Description

Select this option if you want the date that each service was performed to be
added to the description for the item.

Include Invoice Notes
Select this option if you want the invoice notes to be added onto the end of

the description. Invoice notes are used to give specific detail about the job
that was performed.

Include Time In/Time In Description

Select this option if you want the start and stop times to show on the invoice.
This will only work if you are entering times when you record the work in
qCLIP.

Print to PDF

Select this option if you want a print out of the transferred items to be saved
to a pdf file . This allows you to reprint a copy ay any time of the transfer
detail.

Transfer $0.00 Transactions (Contract Jobs)

If you have jobs that are "Part of Contract" and do not want the customer to
see each time you performed the service you can unselect this option. Any
job that has a $0 charge will not be sent to Quick Books.

Separate Invoices by CLASS

If you are using Class accounting (most companies do not) you can choose
to have a separate invoices created for any job that is assigned to a different
Class

Installments

Include Installments

If you have processed your installment customers (see Process Installments
feature) this feature will allow you to include or not include it with the nor-
mal transfer. If you wanted the Installment on a separate invoice you would
not include them, then do a transfer, immediately come back and select to
include them and do another transfer, they are now on a separate invoice.

Process Installments
If you have customers that are charged a flat monthly charge you will want to
set these up using the Installment button in the customers file. This can re-
place the memorized transaction feature in Quick Books. Select one day each
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month to process the charges and transfer them. You only want to do this
once a month. The date of the last time it was processed is shown. Using the
pull down select the month to charge for then select "Process Installments".
This will find all the customers that are setup as an installment customer and
find the amount to charge for that month. After this is done you can transfer
the amounts over to Quick Books. See also the "Include Installments" option.

NOTE: The process of transferring of invoices to Quick Books requires that
the customer name for every invoice exist in your Quick Books company file.
As a result, before transferring invoices gCLIP will verify that the customers
already exist in Quick Books, if not they will be added to the Customer List in
Quick Books.

3. Choose “Transfer Jobs"

You have a choice of transferring all or only some of the transactions from
gCLIP. Select "Choose" so that you can see how to transfer only a few trans-
actions. The following form will be displayed. This a list of every job that you
have posted in qCLIP but have not transferred yet.

Note: You can sort by any of the columns by clicking on the column header
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4. Check off the transactions you wish to transfer

If you have transactions that you do not want to transfer to Quick Books you
have two choices. You can just leave them unchecked and they will be there
each time you come back to this screen or you can select the "Show On Hold
Items". You will see all items that were previously marked as "On Hold" and
you can select additional items to put "On Hold". "On Hold" transactions do
not transfer. This feature is useful if you have installment customers and do
not want them to see all the detail of when each service was performed or if
you have no charge transactions.

5. Select the "Post" button.

gCLIP will connect with Quick Books and transfer over all the items you have
selected and will create invoices for them. If more then one item was trans-
ferred for a customer all the items will be added to one invoice.

If an item that is being transferred from qCLIP has either no item assigned to
it or the item no longer exists in Quick Books you will get a screen prompting
you to select a valid item. Choose the correct item and select "Return”
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gCLIP will return with a message showing how many invoices were trans-
ferred.

If you did not have the option "Print to PDF" checked off you will be prompted
to print out a list of transferred items otherwise the print screen will come up
automatically.

When the process is complete you will see a message
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You can now go to Quick Books and review the invoices, make any needed
changes and print all the Invoices out.

Note: If you are using Statement charges (not normally used) then the items
will be transferred to the customers account in Quick Books and you must
use the Statement feature in Quick Books to print these out.

Notes on qCLIP

gCLIP is a subset of a program that we call CLIP. There are a number of
things that have been changed and/or disabled since they would not be used
with gqCLIP.

Billing
All billing functions in  qCLIP are disabled. All billing functions should be
done through Quick Books

Payments

All payments are handled through Quick Books.

For more information:

You can call our tech support line at 800-635-8485 during business hours.
Check the manual for specifics.

You can email tech support at support@  CLIP.com

Our Web Site is www. CLIP.com

We have periodic classes throughout the United States, check the web site for
details.

There is a user email forum that we encourage you to be a part of. This fo-
rum discusses everything from management, to equipment, to incentives to
good business practices.

We have an Annual Conference in November where hundreds of qCLIP cus-
tomers all come together to talk shop and business. Check the web site for
more information.

BACKUP! BACKUP! BACKUP!
We can not stress this enough. Never work more hours on your computer
without a backup than what it will cost you in profit to reenter your data. If it
will cost you more in profit to take the time to backup your system, wait. If
not, backup, backup, BACKUP! We recommend that you backup your system
on a regular, daily basis. (see main manual for more Back Up information).
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Erequently Asked Questions

This chapter contains some of the most frequently asked technical support
guestions. They are catergorized.

General Program Questions

What is Code #483?

Do not let 90 days elapse before you have sent your Registration Certificate

to us. You will get this code if 90 days have elapsed since your purchase and

you have not registered your  qCLIP program. Code 483 indicates that you

are operating a non-certified copy of gCLIP. If you get this message, call us

at 800-635-8485 immediately. You will be able to bypass the error message

by pressing <Enter>, however, you may only bypass the for message 10 da ys.
To avoid having to call SSI and be prevented from using gCLIP, send your
Registration Certificate to us as soon as your 30-day trial period is over.

How often should | backup?

If it will cost you more in profit to take the time to backup your system,

wait. If not, backup, backup, backup! We recommend that you backup your
system on a regular, daily basis. Understanding the significance of using this
simple utility can save your company valuable time and money. Hard drives

fail, power outages and power surges happen. Any of these occurrences can
effect the integrity of your system. With something as simple as a recent

backup, if tragedy were to strike, your business could recover with minim al
down time, no interruption of service, no loss of history, and no confusion

when it comes time to do your bills.

What is the purpose of indexing files?

| just received an
disk?

As you add, delete, move, and modify your data, it becomes fragmented.
Fragmented data will slow down your system and may cause file corruption.
It may also cause your system to freeze-up. As you work, temporary files
with the extension “TMP” are created and, if left to accumulate, will use up
valuable disk space and slow down your system considerably.

Indexing files accomplishes several very useful purposes:

-Improves response time and makes it easier for you to manage your data by
arranging it in orderly blocks

-Detects and fixes specific errors in your database

-Deletes files from your TMP file directory, freeing up space on your disk

You may want to index occasionally, especially if you find response time
slowing down.

update from SSI and now my computer has a virus. Did it come f rom an SSI

Itis almost impossible to receive a virus from a disk from SSI. It is much
more likely that the target computer already contained the virus in question.
All master disks are created on a secure computer that has no "unknown
source" software installed. We scan this computer and keep full logs of the
results. After the update master disks are created they are write-protected
and scanned before they are sent to a mass in-house duplicator. The best
way to protect your computer is to follow these simple steps:
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1. "Write protect" any disks you receive from any software company.
2. Scan the disks for viruses  before you install them on your computer.

3. Disable the "floppy seek" at boot in your computer's BIOS. (Consult your
computer hardware manual for more information.)

4. Set your boot sequence to hard drive first in your computer BIOS. (Con-
sult your computer hardware manual for more information.)

5. Be wary of any software downloaded from unknown sites on the Internet.

6. Be very wary of any software "borrowed" and installed from a friend or
any other unknown source.

What do | do if | get a system abnormality message?

If a system abnormality occurs, you should first index your files (Files, Index

Files). If the problem persists, go to Error Reports under the System menu.

Select Report to Screen. Position your mouse on the upper right hand corner

of the first record in the report. It should say " n error of n". Make sure itis
the last error recorded. Move your mouse over to the left hand corner of the

same record. Write down the EXACT error message and call Technical Sup-

port at 800-286-1709.

You can g oto your web pag e at www.clip.com. Selec tthe suppor t o ption. You
can access the same Help database that our technicians use to look up the

error. It will have detailed instructions on possible solutions.

| get an error 115 or 623 on installing an update

An error 623 usually has one of 3 possible causes.

A. You have placed the file “update.exe” in the same directory as any version
of CLIPxe. Both have a component named “update.exe” and when the file is
extracted it cannot be locked for a write due to the fact it is in use.

Solution: Place the update from the web site in a temporary directory on the
hard drive and execute it from there instead of the root of Clipv.

B. The qCLIP program is open during the update process.

Solution: Close ALL instances of the  gClip program before applying the up-

date.

C. Virus Software Interference

Solution: This error usually occurs because a virus-checking program is be ing

used on the system to prevent files from being renamed. When this problem
occurs, shut down any virus-checking software running on the system and
then run the setup again.

An error 115 (may say “Specified file cannot be opened as Write.”) is caused
by Windows not releasing the information stored in memory when you close

qClip.

Solution: Reboot the computer (includes shutting off power for a few sec-

onds)

General Questions Related to qCLIP

What versions of QuickBooks work with qCLIP?
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QuickBooks Pro 2002 or above

QuickBooks Premier 2002 or above
QuickBooks Enterprise 2002 or above
QuickBooks Contractor Edition 2003 and above

Canadian QB 2002 does not work
Canadian QB 2003 Pro is supposed to work but has not been tested.

What fields are updated when importing from QB?
When updating the addresses in qCLIP from QuickBooks the following fields
are updated:

Billing name and address, city, state, zip
Property address, city, state, zip

Phone Number, home, work and fax
Email Address

The property name is not effected.

In qCLIP, the Phone Number from QuickBooks is considered the Work Phone
Number. The Alt phone is the Home Phone number.

How do | get taxes in qCLIP? | need them for my route sheet invoices.
The tax setup portion of gCLIP will allow for this. Make sure that you coordi-
nate the tax rates between qCLIP and QB. In other words, if you charge 6.5%
in QuickBooks you must set that up in qCLIP and if you change the tax rate in
QuickBooks you must change it in qCLIP.

Why does qCLIP create multiple invoices for one customer?
There are a couple of reasons why a new invoice will be created in Quick-
Books for the same customer. They are:

1. Each session is separate so that if you transfer invoices to QuickBooks
and then enter some more debits and transfer again, qCLIP will create a new
invoice the second time because it cannot add to an old invoice.

2. You cannot mix Classes on an invoice so if you have two debits for the
same customer but they are assigned to different classes, QuickBooks re-
quires that they be placed on a separate invoice.

So, to simplify: If there are more than one debit for the same customer and
they are assigned to the same class and they are transferred at the same
time, they will end up on the same invoice in QB. Otherwise, they will create
separate invoices.

Are there route sheet invoices in qCLIP??
Yes, Both versions of qCLIP have route sheet invoices..

Clipxe includes additional features and options...

| imported classes into qCLIP, but | don't want to use them anymore? What should | do to
delete them?
Open qCLIP and go to <Files> <Other utilities> and <Dot Prompt>
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Type this command Sele job

Hit enter

Type this command Replace all gb_class with ™"

Hit enter

Then hit enter one more time and now you have no more classes
Hit escape to exit

You will need to do this if you already have posted work in qCLIP and have
not transferred them yet

Open gCLIP and go to <Files> <Other utilities> and <Dot Prompt>
Type this command Sele journal

Hit enter

Type this command Replace all gb_class with ™

Hit enter

Then hit enter one more time and now you have no more classes
Hit escape to exit

| printed an invoice out of QuickBooks and it has no tax even though the sales tax was setup

in gCLIP

Everything in qCLIP is based on items. The items in QuickBooks have to be
set up with the tax, default amount and the gl codes. qCLIP merely transfers
the items and Quick Books applies the amounts as necessary.

How do | replace all of the items in job?

Open gCLIP and go to <Files> <Other utilities> and <Dot Prompt>

Type this command Sele job

Hit enter

Type this command Replace the gbitem field with "new Item" for jobnum=1

Note(You must replace "new item" with the name of the item and it must be
a valid item in QuickBooks, You would substitute the correct job number for
the one you want to change)

Hit enter
Hit escape to exit

How do | delete the QB_ID in Customer File?

From the dot prompt

Open gCLIP and go to <Files> <Other utilities> and <Dot Prompt>
Type this command sele customer

Hit enter

Type this command set order to
Hit enter

Type this command go top

Hit enter

Type this command  brow

Find the correct customer and the gb_id field and delete the contents
Hit CTRL+W to save this

Hit Escape to exit
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Errors on Connecting to Quick Books

Message that says, "Cannot connect to QuickBooks."
Note: You may support help with this:

Enter the following commands in the dot prompt. See where the process
stops.

This is the main command that runs all the sub commands. You can type this
at the dot prompt but it will most likely fail since it did not work within CLIP.

CONN = connecttoQuickBooks()
Now try typing the these commands one at a time

gbAuth = Createobject("QBFC1.QBSessionManager")

(if this object cannot be created, they do not have QuickBooks
pro 2002)

Conn = createobject("coreobjx20.gbconnection”)

Conn.Connect( ", "CLIP", 0, "9540311995", ")
oCustomers = Conn.Company.Customers
oCustomers.getall()

When trying to connect to QuickBooks you get Active X cannot create object
You are missing a needed file. You will need to get this from Sensible Soft-
ware.

Place the MSVBVMG60.DLL into your windows\system directory. This should
overwrite the existing DLL.

After you install these files shut down your computer

Register the new dll from Start-Run (or in Vista just type it into the search bar
on the start menu). Type regsvr32 msvbvm60.dll then select OK.

Errors on Importing Data from QuickBooks

System Error message "This key is already associated with an element of this collection"
Duplicate Account names are found in Quick Books.

To check for duplicates:

1. From QuickBooks: Export the customer list to an IIF file using Files/Utili-
ties/Export/Import/Export

2. Choose the customer list. Export it to a temporary directory.
3. From qCLIP, choose QuickBooks Functions/Test for Duplicates
4. Find the Customer.iif file you exported from QB.

gCLIP will run through these until it finds any duplicates. If any are found, it
will show them to you one at a time.

5. Change the customer name in QuickBooks to make it unique and try it
again.

When trying to import customers from Quick books and error comes up with Ole idispat ch
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error code O coreobjx:activex control
You are missing needed files from the Windows directory. You will need to be
emailed the files.

Instructions:

Download these files into your c:\Windows\system32 folder

To register the dll follow these steps

Go to Start-Run (or in windows Vista Start-Search and type the following
regsvr32 msxmi4.dll

Click Ok to message box saying it succeeded.

Restart the computer

Try re-importing the customers

When trying to import from QuickBooks you get a message Class doesn't support automation
or doesn't expected interface
You need to upgrade your coreobjx.dll. Call support

| get a message when trying to import items "Did not transfer correctly you may not have any
items in QBpro Company file" or "There were no Items to transfer"
1. You don't have Items in your company profile

2. Your items are inactive
3. You don't have sales tax set up in QuickBooks
Edit/Preferences/Sales Tax/ Place a 'Y

A work around to # 3 with Canadian users is to have them export from QB
using the Files/utilities/ export item list and have them drop it in the DBF
directory under clip, named "items.iif"

Then, from the dot prompt, type:
DO gb_iitem

CLIP will import the items.

Some of my customers didn't transfer properly to QuickBooks. How do | corr ect that?
The customers that did not transfer probably have the gb_id field filled in.
You can empty it from the dot prompt.

Open qCLIP and go to <Files> <Other utilities> and <Dot Prompt>
Type this command Sele customer

Hit enter

Type this command brow

Hit enter

You will see your customer list. Find the ones you want to "re-process". De-
lete everything in the gb_id field for just those customers.
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Hit CTRL+W to save this

When | try to import from QuickBooks form qCLIP | get | must have QuickBook s 2002 or Later
installed.

The QuickBooks Foundation Classes are missing.
To correct this get an update from:
www.clip.com/Updates/servicepacks/gbfcinstall.exe
Save this file to your desktop

Double-click on the file

Click next (when it ask if this is the correct location)
Restart your computer

Errors when transferring invoices

When transferring invoices, customer gets an OLE error for Type Mismatch.
You need a new version of CoreObjx.

The new version is posted on the website at:
http://www.clip.com/updates/servicepacks/coreobjxpatch.exe

| just updated my customer list from QB into qCLIP and had 40% of my customers dupl icated
into qCLIP. By that | mean | started with one "mr. Jones #4" and now | have another "mr

jones" but his customer number is different. The duplicate customers do not come with the

jobs.

There are two possibilities here. When transferring customers into qCLIP, if
there are changes to the customer record, qCLIP asks if this is a change of
address or a new customer. If you answer New Customer, it creates a new
record. There is an option when transferring to update records or not. If you
choose not to update the records, qCLIP will not check for changes of ad-
dress.

Second when transferring, you have an option to transfer customers and jobs
or not. Jobs in QuickBooks are Jones:Front Job. If you have jobs for a cus-
tomer in QuickBooks you will have more than one record for each customer:

John Jones
John Jones:Front
John Jones:Back

If you ch oose to t ransfer jobs, qCLIP wi Il end up with three John Jones records
using the above example.

On transfer of invoices to QB, the customer receives an error message saying that transaction
amount must be positive.
This is due to using an item in a job that is a "Credit" item in QuickBooks.
Check the item designation in both the job, journal and in QuickBooks.

If it needs correction in the journal you must use the dot prompt:

SELE journal
browse
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Arrow over to the right until you see gb_item, have them change it there for
all of the transactions they want to transfer.

OLE lIdispatch error, QuickBooks found an error when parsing XML text stream
Install the latest update for QuickBooks

What happens when | get "OINV is not an object” when trying to transfer an invoice
There are two copies or more running QuickBooks and there should only be 1
the person transferring the invoice

OLE Idispatch error, Object variable or With block variable not set......
The Microsoft XML parser is not installed correctly. Reinstall it by going to
the following link.
http://www.microsoft.com/downloads/details.aspx?FamilylD=3144b72b-
b4f2-46da-b4b6-c5d7485f2b42&DisplayLang=en

Error message "Cannot create invoices at this time. make sure that you are the only person in
gb at this time.please check this and return to this process. "
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