Getting Started

EN=-RGYCAP.

Create Button

Quick access to manual bill entry, importing files,
and creating common EnergyCAP objects.

Create

Common Tasks

Deshbords
Import Bills Dashboard
EEEIE .

Create a new dashboard

Meters

Meters track the use and cost of a commodity and
as a best practice are attached to buildings.

Organizations and buildings

Group your buildings with organiations and view
cost, use, and trends at various levels. Create
multiple levels by adding organizations under
organizations.

Assigning one or more topmost places
(organizations) to a user restricts their access to a
subset of the tree.

e ol Buildings & Meters

B Facilities
~ [ Reporting
~ B City of Happy Valley
~ City Buildings
~ @ city Hall
City Hall-ELEO1

&) City Hall-NGD1
T city Hall-SEWO1
™ city Hall-STOO1
& city Hal-WATO1
& city Hal-waT02

Accounts and cost centers

Group your accounts with cost centers to match
your organization's Accounting structure. The
account number is on the utility bill.

el Accounts

Accounting
v Reporting
~ [& City of Happy Valley
v City Leased
~ [§ Doc Brown Building
B 1210 Grant Ave - ELE

Bl 1210 Grant Ave - WAT SEW STO

Vendors and rate schedules

Vendors are associated with accounts. Each
vendor can have multiple rate schedules. Assign
one rate schedule to each meter.

» City of Green Shamrock
~ Clark Public Works
v Electric

KWH_01

*» Comcast

Search

The quickest method to find an object is often
through Search. Use it to find organizations,
buildings, meters, and accounts. Search results
display a maximum of ten objects per type.

[

Recent Results

Doc Brown Building

2299
1210 Grant Ave, Happy Valley, PA 12345, United States

D

n Building-ELEOT
\ BUILDING-ELEDT
iappy Valley, PA 12345, United States

1600 Mt Gretna Rd - ELE

1231170000/ Vendor: PA Gas Electric Co. [ 0005 51969-301709
RTINS, ooy Vallay PA 12245 |




Getting Started | Enter a bill

Create Button

Click Create and select Enter Bills.

Create

Common Tasks

Enter Bills
Import Bills

Dashboards

Dashboard
Create a new dashboard

Search for the account

Search for the account number or name, meter
code, meter name, address, or meter serial
number. To select an account, click anywhere on
the row or use the arrow and Enter key.

Enter New Bill

Search for account

EX

Account

Service address

E 1027863-8

[1210 Franklin Road - NGO1]
E 297-952-550-0

[1250 Overton Ave - WAT03]

1210 Franklin Ro:
Happy Valley, PA

1250 Qverton Avd
Happy Valley, PA

Enter bill data

Start End Days Amount due
. 06/07/2022 | ] D/YYY i S
Move through the blll entry Billing period Due date Statement date Control code
screen with the Tab or Enter e L ) =
key Estimated
Bill audits July 2022 M-, B B © 7 Moreactons

Bill audits are powerful tools
for data validation and examine
utility bill data for accuracy and
unusual patterns of use or cost.
Bill audits run immediately after
bills are saved and provide
important feedback.

© - Gapof one or more days between this bill and the preceding bill
« Statement date is before the end date of the bill
= Abnormal use
= Abnormal cost

PA Commonwealth Power

E 600 Thomas St - ELE
PACPOWER

05125121055 8
600 Thomas St, Happy Valley, PA 12345, United States

Batch
20220824-BILLCAPTURE

Start Eng Days Amount due
AccountHistory ~ Timeline  Note  Flag Details Wﬂ 2/2022 1[0772972022 ] 17 $179.27
07/12/2022-07/29/2022 Jul 2022 817027 +
05/10/2022-06/09/2022 May 2022 518431 Billing period Due date Statement date Control code
2 July 2022 07/29/2022 07/12/2022 sample
03/07/2022-04/05/2022 Mar 2022 §188.95
02/04/2022-03/07/2022 Feb 2022 §196.80
01/06/2022-02/04/2022 Jan 2022 $196.80 .

Error when saving a bill

If the amount due doesn't equal the total cost of
the bill, a banner message appears and the bill is

not saved.

Enter New Bill

or edit lines to balance the bill

Cancel = Change Account

A\ The provided amount due is § 10.00 greater than the total cost of all bill lines. Add

Bill entry confirmation
Successful bill entry message.

Enter New Bill

o Bill 33393 with a cost of § 100.00 was successfully created in Batch 20220927_ECI on Account 2360950000.




Getting Started | Create a bill list

Bills module

Manage, search, and import bills with bill lists.

Bill lists

Bill lists are a set of configured and saved filters that result in a subset of bills. You can create, copy, and
share bill lists on the Bills module page.

Add a new bill list

Bills = My Bill Lists
In the Bills module, click My Bill My Bl Lists
Lists and then the +to add a Defauit Sl List
. . ECI - Review Bill List Description +
new b|” ||St Bill Lists Shared with Me —
ity of HY - Unresolved Flags Default Bill List Defauit Bill List | BV
E d Bills from Vendor Ol Reven LI
Manage filters
. . Filters ($ 491,308.37 / 217 bills) Close | Apply | Apply and Close
The number indicates how
many filters are applled Account is Active equals Active Inai x
Recommended -
Recommended filters are listed Account is Active Account Period equals - x
first and optional filters are in Bill is From a Vendor Bill is Void equals Void Not Void x
alphabetical order.
Click Apply to see the results
of your filter selections and
continue to manage the filters.
Click Apply and Close when
you are finished.
Add, remove, or reorder -
| Edit Columns Cancel | Save
coiumns
1. Change the order of the Billing Period
columns. _
) 4+ Account Number = =
2. Change the data field.
t o .
3. Add a column. + [B|I||ng Period M G x
Delete a column. oI Bill Begin Date - 2= x
1 BillEnd Date v = x
I Total Cost - 2 = X 0
1 BillEntry Date v o=y
T Billuse v o=y
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Dashboards

Dashboards provide visual
insight into your data,
displaying key data points.

You can create and customize
different dashboards for
departments and divisions

& Building Energy Summary

Topmost place

Meter data @
Happy Valley Center-ELE10
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Duplicate a Dashboard
Don't want to start a dashboard
from scratch? You can save
time and duplicate a dashboard
and then update the widget
filters.

Title

Duplicate Dashboard

Cancel

Duplicate

[ COPY OF\: Energy Management

Description

Energy, Cost, and Greenhouse Gas performance metrics
within your Topmost Place

Share a Dashboard

You can share a dashboard
with one or more user groups.

Share Dashboard

Recipients
Everyone

Accounting (2 users)

Energy Managers (2 users)

I Facility Managers (2 users)

Cancel

Share

Public Dashboards

It's easy to embed public
dashboards and maps in other
websites or share them with a
direct link.

Public access settings let you
customize how the dashboard
is dispalyed to meet your
specific needs.

Public Access

Settings

Cancel Save

GLOBAL DASHBOARD FILTER @
(® Show global dashboard filter
Set global dashboard filter to...

Hide global dashboard filter

DASHBOARD INFORMATION

Show dashboard title and description [

Show Hide ]

LINKS @

Enable links to application Enable

Disable
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