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Enter Utility Bill Data

You can enter utility bill data in a variety of ways.

Manually Entered

= Enter manually one by one. Bill

= With a bill import file.

= Subscribe to our Bill CAPture service.

Bill Import File Bill Import =] Bills
format | Audits |

Bill Images

EDI Bill CAPture
XML e

Excel

m
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Manual Bill Entry

There are many places you can start to manually enter a bill.

1. While viewing a bill list.

2. With the Create button.

3. On the meter or account. (no need to search!)
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Bill History Pop-out

Easy to see the history of a
specific meter, updates as
you move through the billing
periods.

Meter Building Serial Number Meter GL Record
Train Station-ELEO1A [TRAIN STATION... Train Station [2215] 31064257AB 0048740000 | PGE | TRAIN
STATION-ELEO1A
Linked Account Vendor Vendor role Effective
1215 Franklin Road - ELEO1 PA Gas Electric Co. Distribution and Supply since 01/01/1980

Daily Use (Calendarize 41.9% Daily Cost (Calendariz 41.8% Unit Cost (Calendarize Demand (Calendarize: t10.6
2,000 kWh $200 $0.15 4 100 kW /
1,500 kwh | $150 _\-\‘\/—

\\_\/ / \'\\/ A $0.10 ettt s
1,000 kWh - $100 50 kW
$0.05 1
500 kwh - $50
0 kWh SO $0.00 0kw
Dec Jul Dec May Oct Dec Jun Dec Jun
Previous 12 months @ Most recent 12 months
-alendar Month Unit Cost Daily Use Daily Cost B Demanc Actual Demand
Dec 2022 $0.094/kWh 1,559.787 kWh $146.22 94.0 kW 94.0 kW
Nov 2022 $0.094/kWh 1,488.607 kWh $140.42 94.0 kW 94.0 kW
Oct 2022 $0.097/kWh 1,335.604 kWh $129.22 79.0 kW 79.0 kW
Aug 2022 $0.095/kWh 1,550.345 kWh $147.71 95.0 kW 95.0 kW
Jul 2022 $0.095/kWh 1,463.137 kWh $138.41 95.0 kW 95.0 kW
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Manual Bill Entry

Hands-on exercise

1. Choose a method to manually enter a new bill (Create Button, Bill List, Account, or Meter)

- If using the Create Button or Bill List, search for the account.
2. If you don't have an open batch you are prompted to open one or pick a pending batch.
3. Enter the end date or the number of billing days.
- The start date of your new bill is the end date of the previous bill.
4. Enter required bill header information.
5. Enter bill details.

6. Save.
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Bill Import

With bill import you can import multiple bills at one time.

= Create your own format that matches your file and use it each month.

= Advanced file format requires specific column headers to import data.

Edit Bill Import Format Cancel  Save
1900 Electric ] mm/dd/yyyy -

+

Account number Column A v

Start Column D v

End Column E v
Commaodity - Column C - [ ]
Meter code v Column B v [ ]
+

3 Use v Usage kWh v Column | v
Charge v Cost ) v Column L - [ ]
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Bill Import Steps

1. Create the bill import format.

2. Import your file.

*Remember to prepare your file following the criteria in the Help Center.

3. Review the import log and check for errors.

4. Download any errors, fix, and upload the error file. Repeat this step as needed.
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Bill CAPtures™ Process

Bill CAPture

Utility bill acquisition

Mail reroute Website upload

Email Website CAPture é
Secure file transfer é
Bill CAPture is a service that manages importing v g
your bills for you. — | File formats >
) Scanned bill image (PDF, TIFF, HTML, JPG, etc.) g
= You can scan the bills and uP|Oad them to Electronic vendor file (EDI 810, PDF, CSV, XLS, TXT)
Bill CAPture. Paper bills

v
EN=RGYCAP
]

= You can redirect your bills to our
processing center.

= Use spreadsheets you get from your v v
vendor. Bill processing ™= Bill processing & management
Link bill images Link bill images
. Perform audits and flag issues Perform audits and flag issues
Bi ” CAPture a |SO O'H:e rs managed services to Email alerts and useful reports Email alerts and useful reports

HIN Resolve i d d acti
help your staff resolve billing and account peolve fssues and record actions

Consult weekly or as needed

related issues. | I

v

Bill payment options

Interface with your accounting system for bill payment
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Bill CAPture

The Bill CAPture process:

1. You collect your utility bills for an entire month.
2. Scan all your paper bills and create a pdf file.

3. Upload your bills to Bill CAPture.
4

. During enrollment, the processing center maps the bills according to your rules. This
lets OCR transform the bills into an electronic file.

5. The setup is validated.

6. Live processing can start!

Managed services is an additional option that can help you resolve billing and account-related

Issues.
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Wrap up
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Questions?
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Session Survey

conferences.energycap.com/surveys
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