Getting Started
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Create Button

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

Create

Common Tasks |

Enter Bills
Import Bills

Dashboards

0 Dashboard
Create a new dashboard an

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 organizations 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.

Buildings & Meters
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Accounts and cost centers

Cost centers group your accounts to match your
organization's Accounting structure. The account
number is on the utility bill.

Accounts

Accounting
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Vendors and rate schedules

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

Vendors & Rates
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Search

The quickest method to find an object is often
through Search. Use it to find organizations,
buildings, meters, and accounts.
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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 an

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

[1210 Franklin Road - NG01]

@ 297-952-550-0
[1250 Overton Ave - WATO03]

550
Account Service address
g 10278638 1210 Franklin Road

Happy Valley, PA 123

1250 Overton Ave
Happy Valley, PA 123

Enter bill data

Move through the bill entry [ornerons =] [x [a] [+ J (%3 l
screen with the Tab or Enter i* i kv -] [m] [mwoc (=] | |
key [ l [] Estimated

Bill audits August 2023

® - Billis signifcantly shorter or onger than previous bils

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.
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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.

/N The provided Amount Due is $100
edit lines to balance the bill

00 less than the Total Cost of all bill lines. Add or

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 = MyBillLists

In the Bills module, click My Bill

Lists and then the +to add a MyBlltsts e
Default Bill List

new bill list. Bill Lists Shared with Me Al Description +
City of HV - Unresolved Flags Defaurt Bill List [ AL

d Bills from Vendar
Manage filters
. X Filters ($1,786,961.92 / 851 bills) -Close Apply App\yandclose

The number indicates how

many filters are applied. 1 Accountis Active equals Active Inactive X

Recommended filters are listed Recommended Bills Vold equals Void Not Void x

. . . X Account is Active -

first, and optional filters are in [ Billis From a Vendor Date Range *

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
columns Edit Columns

1. Change the order of the
columns.

2. Change the data field. 4 Account Number = =
3. Adda column. I | Bill Begin Date & X
4.

Delete a column.

Billing Period

I[BqundDate -]; = x
IlTotaICost v]; = X

IoEntry Date v ] = o X 0

’[TaiuUse -z = x




Getting Started | Dashboards

Dashboards

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

You can create and customize
different dashboards for
departments and divisions

@B SAMPLE: Building Energy Summary ©

)]

Topmost place @ Building group @

| -]
Rolling 12-Month Performance @
Commadity Cost Use
Total — $ 5248438 L9%
Electric — $ 3660127 L8%
Chilled Water § 1008735 16%
NaturalGes S 198698 138%
Storm [ S 183567 136%
Drainage
Sewer i s 86831 L27%
Water i s 83186 l43%

.

April 2021-March 2022 Il April 2022-March 2023

Calendar Year Electric Use @ O
40M
E
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2020-2023 (Calendarized Data)

Calendar Year Gost® P

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

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

(® Hide global dashboard filter

DASHBOARD INFORMATION

Show dashboard title and description

LINKS &

Cancel | B

Hide

Enable links to application Enable

Disable

Maps
@ SAMPLE: All Buildings Map @  © Fublic More Actions v Share v
Maps are a convenient way to Y o
Map Satellite Vi Data Displayed
quickly locate your facilities. ™ Engincerng/ComputerScience EUl MMt/ eyecr) -
| /E/{, ENG-020
Hover over a building and view P & bttt Ao » R
high-level performance metrics. '
45 >
S, >
Just like dashboards you can o ’

. % 2 "o e s
share maps with user groups or swmecotse
the pubilic.
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