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Get Started - Planning routes with MyRouteOnline 

 

5 steps user guide to easily start using our route planner:  

 

Step 1: Enter your addresses 

Step 2: Set your constraints 

Step 3: Plan your route 

Step 4: Manual changes 

Step 5: Use your route 

Every one of these steps has a separate user guide, for further reading. 

For more info:  

 open our route planner and click Help to view this window:  

 

 contact us at: support@myrouteonline.com 

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
http://www.myrouteonline.com/planner/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
mailto:support@myrouteonline.com?subject=Get%20Started%20-%20more%20info
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Step 1: Enter your addresses 

1. 1. Import address list – Most recommended 

1. 2. Manually type addresses 

1. 3. Copy-Paste to Bulk Edit 

Choose your way to enter multiple addresses: 

1. 1. Import address list 

1. Have your spreadsheet or text file ready with your address list. Besides addresses, 

this list can include Titles, Service Time, etc. 

2. Click Import Your Excel/Text and select the file you wish to upload. 

3. Once you select your file, you'll see a message box named "Import Wizard". 

 

Manage the Import Wizard 
Select the sheet which contains your data. 

Check Ignore the first row if it contains the column header. 

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
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Check First/Last addresses if the first address is your start point and the last 
address is your ending point. You'll be able to move these addresses at a later 
stage. 

Select the right header for each column (Ignore/ Address/ Title/ Service Time/ 
Filter-in/ Filter-out/ Territory). 
If your file has more columns with information you want to include in your route 
plan (phone numbers, number of packages, etc.), you should select Title as 
their headers in order to import them.  

Review the import result (at the bottom) and click Import Now to be directed 
to the route planner for step 2. 

1. 2. Manually type addresses 

 

1. Type your Start address in the first row, if you wish to start your route at a specific 

location. 

2. Check the Return box if this is where your route should end. 

3. Type the other addresses in the upcoming rows, in any order you choose. We'll 

add more and more rows as you go along. 

4. Type your address Title and/or Service Time to the sides of each address. 

Duplicate addresses are deleted as long as they have the same title or no title at all. 

5. Type your End address in the last row, if you wish to end your route at a specific 

location and move forward to step 2. 
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1. 3. Copy-Paste to Bulk Edit 

 

1. Have your address list ready on any type of file. 

2. Copy your list. 

3. Click Bulk Edit and Paste your copied list in the opened window. You may also 

manually type your addresses here – each address has to be in a separate line.  

4. Check the box for First/Last addresses if the first address is your start point and 

the last address is your ending point. You'll be able to move these addresses at a 

later stage. 

5. Use || to define Title, Address and/or Service Time. 

6. Click Finish writing to be directed to the route planner for step 2. 

 

Register now to enter up to 20 free addresses and plan your route.

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
http://www.myrouteonline.com/planner/?utm_source=Download&utm_medium=pdf&utm_campaign=Guide0.1
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Step 2: Set your constraints 

2. 1. Routing Parameters - Located at the bottom of the route planner 

2. 2. Multi-Routes Parameters - Located at the bottom of the route planner 

 

To view and use these, switch to Advanced User (in the upper right corner). 

 

2. 1. Routing Parameters - Located at the bottom of the route planner 

Departure Time - Set the time you want to start your route. 

Service Time - Located next to each address or under Show more 

parameters. Fill this parameter to define how long you'll stay at each 

destination. This may be the same for all destinations or different and can be 

changed later. 

2. 2. Multi-Routes Parameters - Located at the bottom of the route planner 

Number of Routes – Choose to separate your list to several routes according 

to the number of carriers, vehicles, days, etc. 

Max. Route Duration – Set a time limit to your route duration, according to 

your work hours.    

Max. Stops per Route – Set a limit to the number of stops you have in each 

route, according to truck's space, the time it takes to visit all the stops, etc. 

With/out deviation – Choose to allow or withhold some sort of deviation from 

the number of stops you've set. 

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
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Prioritize addresses in the same zip code area – The main parameter that 

will affect your route optimization is the zip code and not necessarily the 

distance between stops. i.e. you'll first  visit addresses within the same zip 

code even if there are addresses closer that have a different zip code. 

Route Beginning – Pick the addresses from the nearest to the farthest or pick 

the farthest address first and then pick the other addresses as you get closer 

and closer to the start. When there is no start address the default is pick 

farthest first. 

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
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Step 3: Plan your route 

1. Select the Goal for optimizing your route:  

 

Minimize Distance will reorder your list of addresses to receive the shortest 

route. 

Minimize Time will reorder your list of addresses to receive the fastest route. 

Balance Time and Distance will reorder your list of addresses to receive the 

most efficient route considering time and distance. 

Keep Order As Is will keep the order of your list of addresses but will give you 

a route plan connecting them. 

2. Click Plan My Route - You will receive the most efficient route for your selected 

Goal.  

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
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Step 4: Manual changes 

4. 1. Change your constraints 

4. 2. Move/Delete an address 

4. 3. Add an address 

Review your planned route and manually change it 

4. 1. Change your constraints 

1. Set different constraints and/or goal with no extra charge within 30 days. 

2. Click Plan My Route. 

4. 2. Move/Delete an address 

1. Click on the map, on the specific address you wish to move/delete or on the pencil 

icon next to this address. 

2. You will see a message box named "Manual Changes" where you can choose to 

move the address to a different route, within the same route or delete it.  

 

Manage the Manual Changes 

To move an address from one route to another: 

Choose the target route for this address. 

To automatically choose the best stop in the target route - Choose Calculate 
Best Stop. 

To set the order yourself - Choose a specific stop number. 

Uncheck the box with optimizing the rest of the stops – only if you don't want 
to reorder the stops that come after the change you just made. 
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3. Click Move/Delete. 

4. 3. Add an address 

 

1. Type the new address or Right click on the map, on the location you want to add. 

2. Click Add a location here. If this is a valid address, it will be added to the end of 

your route plan.  

3. Click Plan My Route to recalculate your route considering the new additional 

address. 
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Step 5: Use your route 

5. 1. Export your route – recommended for future use 

5. 2. Email your route with a GPS file 

5. 3. Get turn by turn directions 

 

No need to choose, you can use your route in different ways 

5. 1. Export your route 

1. Click Export as Excel, to receive an Excel file with your route plan. This file 

should be saved on your computer and you may import it back to MyRouteOnline for 

future use. In case you planned more than one route, you may choose to export a 

single route or all routes. Exporting a single route will not include a map. 

5. 2. Email your route with a GPS file 

 

1. Click Send to my Email. In case you planned more than one route, you may 

choose to send a single route or all routes to your email.  

2. In the Email to section, type the email address where you wish your route plan to 

be sent to. You may send it to several email addresses at once, using a comma to 

separate them. 
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3. If you need this route plan to be used with your GPS device, change the GPS 

Files section to include the format you need (itn or gpx). 

4. Click Send Email. 

5. Open the mail you received in your mailbox from MyRouteOnline. 

6. Download the GPS file and follow the instructions (for TomTom or Garmin). 

5. 3. Get turn by turn directions 

 

1. Send your route plan to your email. 

2. Wait for the confirmation message indicating the email was sent to the right 

address. 

3. Open the mail you received in your mailbox from MyRouteOnline. If you haven't 

received the email within a few minutes, please check your spam/trash folder in case 

it was filtered by mistake. 

4. Click on the link Get Directions – you'll be directed to Google Maps to get your 

Maps and Turn-by-Turn Driving Directions. 

 

http://www.myrouteonline.com/?utm_source=Download&utm_medium=pdf&utm_campaign=Get-Started1.1
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Further reading 

We've gathered a few extra guides to save you time and money while planning 

your routes. Take a look and learn more about our route planner: 

 

How to create several routes at once 

How to export a route and import it for manual changes 

How to import only part of your list 

How to create territories 

How to view your route on iPhone 

How to export your route to Garmin 

How to export your route to TomTom 

How to get driving directions in different languages 

 

 

To start Planning your routes visit our route planner 
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