
Walkthrough: Creating a Route & Route Reports 

Step 1: Click on Drivers & Activity, Routes, Routes…  

 

 

 

Step 2: Click Add to add a new route 

 

 

Click Drivers & Activity,   

Routes,  Routes… to view 

the list of routes 

All routes previously 

created are listed in 

this window 

You may add (a new route), edit or 

remove (an existing route) 



Walkthrough: Creating a Route & Route Reports 

Step 2: Click Route to create your new route. 

 

 

Step 3: Zoom to the area or street or type in the address of the location.   

 

 

Step 4: Create a zone if it’s not already created. 

Step 5: Right click on the zone, click Route, Start a New Route. 

 

First - Click Route on the sub menu bar 

Third - right click on 

the zone, select 

Route, New Route 

Once Route is clicked, the 

Route Form will appear  

Second -  Create 

your zone at your 

desired location 

First - zoom to your street or you 

can type in the exact location and 

then click Find 



Walkthrough: Creating a Route & Route Reports 

Step 6: Create and add more zones into the stops. Zoom to the area or street 

or type in the address of the location.   

Step 7: To add your zone as a stop, right mouse click on your zone,  

click Route and Add a Stop. 

 

 

Step 8: Optimize your zone stops by clicking Optimize. 

 

 

First -  Add the 

zones into stops 

You can modify your route sequence by moving 

your stops up or down. This will allow you to 

manually plan your route according to your needs 

You may click ‘Optimize’. This function will create the 

shortest distance possible between all your stops from 

beginning to end. This function is only valid when you 

have added four or more stops 

Once the stops are created, 

all stops will automatically 

appear in the Route Form 

Click Remove to remove 

any unwanted stops within 

your route 



Walkthrough: Creating a Route & Route Reports 

Step 9: Show the directions of your route by clicking on Directions. This 

option is only available using Microsoft Bing Maps. 

 

 

 

Step 10: Save your route into the database 

 

 
 

Click Direction and the 

route will appear 

numbered in sequence 

on the map 

Click Save to save the 

route into database 



Walkthrough: Creating a Route & Route Reports 

 

Route Summary Report 

Step 1:  Click Drivers & Activity, Routes and Route Summary… 

 

 

 

Step 2: The Route Summary Report summarizes the activities of vehicles or 

drivers for routes created. 

 

Click ‘Route Summary…’ or 

‘Unsigned Route…’ to start 

the reports 

View the report in Excel by 

clicking on View in Excel 



Walkthrough: Creating a Route & Route Reports 

 

Unassigned Route Report 

Step 1: Click Drivers & Activity / Routes / Unassigned Route Report. This 

report summarizes the activities of vehicles or drivers that have not follow 

specified routes. 

 

 

  

Refine the report period by 

clicking Period and changing 

the date 

Refine the report by 

selecting specific 

groups and devices 



Walkthrough: Creating a Route & Route Reports 

Trips and Activity report run by route 

Step 1: Click Driver & Activity, Activity & Trips and Route. This allows you to 

run the Trips and Activity report by route. 

 

 

You may run Trips and 

Activity report by routes. 

The detailed trip activities 

will be shown. 


