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In order to understand the routing functions in Visual CLIP, 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 geographical 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 scheduling is very important to remember. 
 
 
There are two ways of doing this, Manual Routing and Routing with Microsoft MapPoint©. If you 
own Microsoft MapPoint you can have MapPoint automatically route all your customers. You 
can purchase Microsoft MapPoint at almost any retail store that sells software or from Sensible 
Software. 
 
 

Manual Routing 
 
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 second 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 number. Eventually, as your company 
grows, you will run out of "in between" numbers to use and will have to Renumber Routing 
Sequence Numbers.  
You now have your routing sequence numbers. You can now enter the appropriate 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 routing sequence number, the closer to top of the 
route sheet the job will appear, and of course 
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Routing with Microsoft MapPoint  
 
1. Select Files>Global Replacement>Routing with MapPoint 
 

 
 
 
2. Make sure you have a good Backup prior to doing this process!!! Click ‘OK’ to 
continue. 
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3. Select the Options in Step #1  
 
Start with:   - This is the Starting Number for your Routing Sequence 
Spaced out by:  - The increment between Sequence numbers 
Only Active Customers - Select if only routing Active customers 
All Crews   - Select if routing all crews 
All Job Numbers  - Select if routing all jobs 
Include Jobs on Hold? - Select to include jobs on hold 
 

 
 
If you did not select All Crews or All Job numbers, enter the Crew # or Job # in the Crew 
# or Only Job # fields 
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4. Click Step 2a ‘Generate List’ 
 

 
 
 
You may receive this when generating List 
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Click ‘Yes’ to see the list of bad addresses. You will get a list of bad addresses. These 
addresses do not contain enough information to map the address. Make sure you have 
street address and zip code. 

 

 
 
 
Select ‘Yes’ to continue 
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5. Click on Step 2b ‘Re-Route with MapPoint’ 
 

 
 
 
6. Enter your starting location for routing. This is typically your office or Workshop. 
Click on ‘Generate Route’ 
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You may receive this message:  
 

 
 

Select ‘Yes’ to see the list of addresses. These are addresses that could not be located on 
the map. They will not be included in the routing 
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7. Next you will be presented with MapPoint and a Map of the route. Note: Do Not Close 
MapPoint. 
 

 
 

8. Switch back to the Visual Clip Software by clicking Clipv on the taskbar 
 

 
 

Click on ‘Yes’ to Close out Map Point. 
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9. Now you can Confirm the order MapPoint has selected or make changes under Step 
#3a. The new order will be listed next to the old route numbers, and you can change the 
new order by changing the numbers in the column labeled New Order. 
 

 
 

Step 3b Allows you to now Replace in Jobs your new routing sequence and in Visual 
Clip Pro you can ‘Replace in Customer Defaults’ by clicking on the buttons available. 
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Renumber Route Numbers 
 

Renumbering Routes may need to be done after you have been using Visual Clip and 
adding new customers to your routes. Your original spacing or routing sequence numbers 
may need to be spaced out more so that as new customers are added you can easily insert 
them into your routing sequence. 
 
1. Select Files>Global Replacement>Renumber Route Numbers 
 

 
 
2. Make sure you have a good Backup prior to doing this process!!! Click ‘OK’ to 
continue. 
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3. Select the Options in Renumber Route Sequence Numbers windows 
 
Start with:  -This is the starting number for your Routing sequence 
Space out by: -Indicates how much space to leave between the new sequence numbers 
 
Select ‘Renumber all Crews’ if you would like to renumber all crews at the same time. 
Otherwise, enter a Crew Number in the ‘Enter Crew # ‘ field 
Select ‘Keep all Route #s the same for jobs with the same customer.’ If you would 
like all of the Jobs for a Customer to have the same routing sequence number. 
 
Click on ‘Re-number Jobs’ to start the re-numbering process. 
 

 
 

 
4. When the process is finished you will receive the message below:  
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5. To view the new routing Sequence you can go to Reports>Job Reports>Crew/Route 
to view the routing information. 
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Routing Daily Schedule using MapPoint or Manually Choosing 
your Routing Order 

 
 
 

1. After you have your Workbank refreshed, Select Daily Routines>Route Sheets>Print 
Route Sheets 

 
 
2.Select ‘Sort by Manual/MapPoint Order’ under Sort Options and Click on 
MapPoint Routing ( for Manual routing see Manual Option explained at the end of the 
MapPoint process ) 
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3. Fill in the Information needed to route your jobs 
 
Crew #    Enter the Crew Number to Route 
Limit to the First Selects how many jobs to route 
Starting Location Street Address of Starting Location 
City State Zip  City, State and Zip of Starting Location 
 
Custom Map Title (optional) This can be used to name the map generated by 
MapPoint 
 
Map Type  Type of Map to Display in MapPoint 
   Leave this deselected if you would like Directions and Map 
  Map Only  Will only Display a Map in MapPoint 
  Directions Only Will only Display Directions in MapPoint 
  Turn by Turn  Turn by Turn Directions Displayed in MapPoint 
 
Optimize Route Select this option if you want MapPoint to re-route your jobs 
Show Map  Select this option if you would want to Display a Map in MapPoint 
 
Click on Generate Route 
 

 
 

4. When the route is generated you may receive the following message. Click ‘Yes’ to 
see the list of addresses MapPoint was unable to map. 
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The list of address that could not be mapped will be displayed. 
 

 
 
5. . Next you will be presented with MapPoint and a Map of the route. Note: Do Not 
Close MapPoint. 
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6. Switch back to the Visual Clip Software by clicking Clipv on the taskbar 
 

 
 

Click on ‘Yes’ to Close out Map Point. 
 

 
 
7. Click on Return to Close the ‘Generate a Route Map’ 

 

 
 

8. Print your Route Sheet 
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Manually Ordering Your Route 
 

1. Click on Manually Order Rt. Sheets 

 
 
2.Click and Hold on the Grey Square next to the job and move it up or down in your 
order 
. Click on Return when finished. 
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